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Welcome to WorldatWork Course GR3: Job Analysis, Documentation and Evaluation. 


To achieve the greatest benefit from this program, your active participation is encouraged. 
Please feel free to ask questions relevant to the topics presented and share your ideas and 
experiences with the instructors and other participants. Additionally, the coffee breaks and 
lunches are excellent forums for sharing thoughts and ideas about the compensation 
function. 


WorldatWork courses are developed through the efforts of many individuals, especially 
those who serve as WorldatWork faculty. Specifically, WorldatWork wishes to acknowledge 
the following current contributors to this course: 


L. Kate Beatty, CCP, LKB Associates 
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Robert Fulton, Jr., CCP, CEBS, The Pathfinder’s Group 

James S. Harvey, CCP, Tektronix 


Michael H. Irons, CCP, Bayer HealthCare 

Jason C. Kovac, CCP, CBP, WorldatWork 

Brenda J. Lister, CCP, Affiliated Computer Services 
David A. Pierson, Ph.D., The Pierson Group 

Karen Schuttenberg, CCP, Borden Chemical Inc. 
Edward G. Vogeley, CCP, Westinghouse Electric Corp. 
Valerie Williams, Consultant 


In creating the WorldatWork educational program, we seek to offer the highest quality 
professional development opportunities for human resources professionals with 
concentrations in compensation, benefits and total rewards. We invite your opinions and 
suggestions about the course and its content to assist us in updating our courses and to 
ensure they are meeting your needs. 


Thank you for your participation. 
Version 3.02.7 


The information in this publication, as prepared by the authors and reviewed by other experts in the field, 
represents various approaches to compensation and benefits management. WorldatWork strives to provide 
information and perspectives that will help readers apply appropriate practices in their own organizations, 


but does not provide prescriptive advice. Nothing herein should be construed as an attempt to aid or hinder 
the adoption of any pending legislation, regulation or interpretive rule, or as legal, accounting, actuarial or 
other such professional advice. 
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Course GR3 


Course Overview 


This basic-level course examines the methods and processes which support job analysis, 
job documentation and job evaluation. 


Intended Audience 


This course is designed for the participant who understands the topics covered in Course 
GR1. The participant with several years of experience in the field will find the course 
valuable as a review of standard practice and theory, and as an update on current trends. 


Preparing for the Course 


Please review the contents of this WorldatWork course book prior to attending the class. 
Also, please visit the Education section of the Web site at www.worldatwork.org prior to 
attending to determine whether there is an amendment sheet published for your course 
book. Amendment sheets include minor corrections and updates (not affecting the 
examinations) that are intended to maximize the currency of the course books between 
publishing dates. The amendment sheets can be viewed and/or printed from the Web site. 


Thank You 


Thank you for choosing WorldatWork to support your professional development efforts. 
If you have any questions about the course or are missing any of the course materials 
previously mentioned, please call WorldatWork headquarters at 877/951-9191. 

Our mailing address is 14040 N. Northsight Blvd., Scottsdale, AZ 85260. 


Our Pledge to You 


WorldatWork is committed to providing you with high-quality products and services. 

Our staff at the association’s global headquarters in Scottsdale, Ariz., is dedicated to your 
satisfaction. If we do not meet your expectations — or if you wish to share any comments, 
suggestions or questions — please feel free to contact us at any time. 

We appreciate your support. 


WorldatWork 

Toll-free 877/951-9191 

Fax 480/483-8352 
customerrelations@worldatwork.org 
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Overview: Course GR3 


MODULE 1 


Strategic Overview 

Provides a strategic overview of the concepts associated with job analysis, job 
documentation and job evaluation, and introduces terms that will be used throughout 
the course. 


@ The total rewards model 

m@ Human resources strategy 

™ Building a base pay structure 
m Terms and definitions 


MODULE 2 


Job Analysis 
Examines job analysis and the planning and implementation required to carry it out. 


m Job analysis 

™ Sources of job information 
m Job analysis communication 
™ Possible sources of error 


MODULE 3 


Job Documentation 

Covers job documentation, with an emphasis on the components and format of effective 
job descriptions. 

m Types of job documentation 

m Job descriptions 

m@ Job description format 

m Job description preparation 


MODULE 4 


Market-Based Job Evaluation 
Begins the discussion of job evaluation, focusing on market-based job evaluation. 


™ Market-based job evaluation 

Considerations in data collection 

Survey formats 

Survey analysis issues 

Slotting 

Advantages and disadvantages of market pricing 
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OVERVIEW: COURSE GR3 


MODULE 5 


Nonquantitative Job Evaluation Methods 
Introduces job content-based job evaluation, focusing on two nonquantitative approaches — 
ranking and classification. 


m@ Job content evaluation methods 
m@ Ranking method 


@ Classification method 


MODULE 6 


Quantitative Job Evaluation Methods 
Continues the discussion of job content-based job evaluation, focusing on two quantitative 
approaches — job component and point factor. 


@ Job content evaluation methods 
Compensable factors 
Job component method 


Point factor method 


Quantitative plan summary 


MODULE 7 


Selection and Implementation Issues 
Concludes the course with coverage of selection and implementation issues, including 
an introduction to the process of building a base pay structure. 


™ Selecting a job evaluation strategy 

= Implementation issues 

@ Audit of job evaluation plans and practices 
= 


Building a base pay structure 


APPENDIX 


@ Quiz answers 


™ Support materials for course modules 
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OVERVIEW: COURSE GR3 


RESOURCES 


@ Related articles 


m Sources for additional information 


GLOSSARY 


™ Definitions of terms applicable to this course 


NOTES 


m Blank note pages 


FACULTY 


@ List of selected faculty for this course 


EXAMS 


B® Information on WorldatWork Society of Certified Professionals certification exams 
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(blank) 
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Strategic 
Overview 


WorldatWork. 


GR3 @ 1.1 


© WorldatWork. All rights reserved. 


Module 1 
Strategic Overview 


Introduction 


Compensation is a core component of the organization’s total rewards package. 

In order to support the business strategy, the design of compensation programs should 

be integrated with the planning process. This involves alignment of compensation 
program objectives with the broader organizational and human resources (HR) objectives. 


The integrity of the compensation program is grounded in the tactical responsibilities of 
job analysis, documentation and evaluation. It is through these core processes that 
organizations determine the value of jobs in relation to the market and to other jobs 

in the organization. Module 1 introduces the concepts associated with job analysis, 
documentation and evaluation and the process by which they eventually contribute 

to the development of the organization’s base pay structure. 


Objectives 


By the conclusion of this module, you will be able to accomplish the following: 
1. Describe the human resources strategy and the associated strategies that support it. 


2. Define and explain the steps that must be completed before building a base pay 
structure. 


3. Define and explain the terms used to describe and differentiate jobs and job 
responsibilities. 


4. Identify job specifications and distinguish between knowledge, skills, abilities and 
behaviors. 
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The Total Rewards Model 
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The Total Rewards Model 


The total rewards model provides a framework for designing, implementing and assessing 
the rewards packages offered throughout the organization. A thorough understanding of the 
organizational culture, the business strategy and the human resources strategy ensures 
alignment in the development of the total rewards strategy. 
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THE TOTAL REWARDS MODEL 


Total Rewards Strategy Elements 


TOTAL REWARDS 
STRATEGY 
Compensation 


snoenenenenenecnnnatencenencctenttetot 


Benefits 


Work-Life 
Performance & Recognition 


Development & Career 
Opportunities 


Total Rewards Strategy Elements 


Total rewards are the monetary and nonmonetary return provided to employees in 
exchange for their time, talents, efforts and results. Total rewards involves the deliberate 
integration of five key elements that effectively attract, motivate and retain the talent 
required to achieve desired business results. 


Compensation — cash provided by an employer to an employee for services rendered 


Benefits — programs that an employer uses to supplement the cash compensation an 
employee receives 


Work-life — a specific set of organizational practices, policies and programs as well as a 
philosophy that actively support efforts to help employees achieve success within and 
outside of the workplace. 


Performance and recognition — Performance involves the alignment and subsequent 
assessment of organizational, team and individual efforts toward the achievement of 
business goals and organizational success. Recognition gives special attention to 
employee actions, efforts, behavior or performance. 


Development and career opportunities — Development comprises learning 
experiences designed to enhance employees’ skills and competencies. Career 
opportunities involve plans to help employees pursue their career goals 
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TR Design Process 


Development & Career 
Opportunities 


The Total Rewards Design Process 


The design process begins with the corporate mission. The human resources strategy 
builds on the business strategy and serves as a guiding light in the design of all 
HR programs. 


Human resources strategy is the big picture. Total rewards strategy narrows this 
HR strategy specifically to the five elements of total rewards. 


The circular process indicates that a program should not get too far from the corporate 
mission. It is necessary to return to the mission at the end of the process to ensure that 
the strategy continues to maintain alignment with the mission of the organization. 


The total rewards design process comes into play in compensation in the development 
of a Human Resources strategy, as described on the following page. 
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Human Resources Strategy 


Human Resources Strategy 


Human Resources Strategy 


Each component of HR strategy involves specific programs designed to achieve 
key objectives aligned with that strategy. Typically, these strategies must be 
interrelated to increase effectiveness. 


= A selection/staffing strategy represents the most effective way to link the nature and 
level of work in an organization (jobs), with availability of skills in the labor market. For 
example, an organization that wishes to hire only experienced employees will need to 
pay at or above the market rate for those jobs. 


= The total rewards strategy will include objectives for compensation, benefits, work-life, 
performance and recognition, and development and career opportunities as part of the 
overall rewards picture. 


¢ Compensation strategy will drive both variable pay and base pay planning and 
decisions. The base pay structure is one tool used to support the compensation 
strategy. 


= A training and development strategy is closely related to the staffing and total rewards 
strategies. Training may be required to increase the skills of inexperienced employees 
hired at or below the market rate for the job. 


= A labor/employee relations strategy may influence and be impacted by each of the 
other HR strategies. 
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Building a Base Pay Structure 


Building a Base Pay Structure 


This course leads the participant through the processes of job analysis, job documentation 
and job evaluation. Through job evaluation, a job worth hierarchy can be established and 
may become the basis for the base pay structure. 


mg Job analysis 


@ The systematic, formal study of the duties and responsibilities that comprise job 
content 


# Seeks to obtain information about the nature and level of work performed 
m= Job documentation 
@ Written information about job content 


@ May be in the form of job descriptions, completed position analysis questionnaires 
or job family matrices 


m= Job evaluation 

¢ Formal process used to create a job worth hierarchy 

# Two basic approaches are market data and job content 
= Job worth hierarchy 

¢ Final result of the job evaluation process 

¢ Illustrates where each job fits, relative to other jobs 
= Base pay structure 


@ After the job worth hierarchy is built, a base pay structure is created and used as 
a framework for pay decisions. 


Base pay structures may be broadbanded or include many pay grades. 


Note: Base pay structure is explained further in WorldatWork Course C4. 
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| Job Family 


mw Tasks 


Terms and Definitions 
= Occupation: 

A generalized job or job family common to multiple industries/organizations. 
m= Job family: 


A group of jobs having the same nature of work (e.g., engineering) but requiring different 
levels of skill, effort, responsibility or working conditions (e.g., entry-level vs. senior 
engineer). 


m@ Job: 


The total collection of tasks, duties and responsibilities assigned to one or more 
individuals whose work is of the same nature and is performed at the same level. 


@ Benchmark job: A standard job used for making pay comparisons to develop or 
validate a job worth hierarchy. Pay data for these jobs are readily available in 
published surveys. 


= Position: 


The total work assignment of an individual employee, comprised of a specific set of 
duties/responsibilities. The total number of positions in an organization equals the 
number of employees plus vacancies. 


Positions = Employees + Vacancies 
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Terms and Definitions ...cont’d 
m Job responsibility: 


A duty or group of duties which describes the major purpose or reasons for the existence 
of a job. 


m Job duty: 


A group of tasks that constitutes one of the distinct and major activities involved in the 
work performed. 


@ Task: 


One or more elements constituting a distinct activity that forms a logical and necessary 
step in the performance of work by an employee. 


= Task elements: 


The smallest step into which it is practical to subdivide any work activity without 
analyzing separate motions, movements or mental processes. 


GR3 # 1.9 


© WorldatWork. All rights reserved. 


TERMS AND DEFINITIONS 


Example of the Terms in Use 


Term Example 

Occupation Nursing 

Job family Nurse 

Job Registered Nurse 

Position Registered Nurse — Emergency Room 


Job Content 


Job responsibility Provide professional nursing care to patients and support 
physician medical interventions 


Job duty Triage patients that arrive in the emergency room 


Tasks Check vital signs (blood pressure, pulse, temperature) 


Dispense medications 
Clean, disinfect, suture and bandage wounds 


Document and record patient medical information 


Task elements Direct patient to therapy room 
Place blood pressure cuff on patient 
Perform blood pressure test by activating testing machine 
Record blood pressure reading 


a 
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TERMS AND DEFINITIONS 


Distinguishing Between 
Positions and Jobs 


exercise 


a A. Burton 


Engineering Manager | 


Engineering Supervisor 
= C.Drummond _ 


Senior Engineer 
m E. Fearard 


Engineers 

= G. Howarth 
Special Projects Engineer | = |. Jarrar 
= M. Norris | = Vacant 


Administrative Assistant | 
= O. Prawley 


Engineering Technician 
= K. Lombard 


Exercise — Distinguishing Between Positions and Jobs 
Instructions: Complete the blanks using the information from the chart above. 
Number of positions 


Number of jobs 
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TERMS AND DEFINITIONS 


Job Specifications 


Job Specifications 


The term “job specifications” is used to help define worker characteristics required to 
perform the job competently. Specifications for hiring may be the minimum for the job, 
while specifications for job evaluation should be based on fully competent performance. 
Job specifications should be written prior to advertising or interviewing job candidates 
and should support the essential functions identified in the job, thus reducing potential 


legal liability. 


Job specifications are defined in terms of required knowledge, skills and abilities (KSAs), 
and — ae «TEE 


¢ Defines mental 
aspects of job 


¢What employee 
must know 
(through 
education, 
training or 
experience) 


Example: 
Accounting 
principle 


¢ Defines manual 
and/or applied 
mental aspects 
of job 


« What employee 
must be able to 
do (typically 
experience or 
training) 


Example: 
Maintain general 
ledger 


¢ Natural talents or 
developed 
proficiencies 


Defines aptitudes 
normally present 
at birth in job 
incumbent, but 
may in some 
cases be 
acquired 


Example: 
Balance multiple 
priorities 
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¢ Behaviors 
required for 
performing 
the job 


Defines how the 
employee should 
act in support of 
organizational 
goals 


Example: 

Positive interaction 
with members of 
organization 


TERMS AND DEFINITIONS 


Example 


Term Example 

Occupation Nursing 

Job family Nurse 

Job Registered Nurse 

Position Registered Nurse — Emergency Room 


Job Content 


Job responsibility 


Job duty 
Tasks 


Task elements 


Job Specifications 


Knowledge 


Skills 


Abilities 


Behavior 


Provide professional nursing care to patients and support 
physician medical interventions 


Triage patients that arrive in the emergency room 


Check vital signs (blood pressure, pulse, temperature) 
Dispense medications 

Clean, disinfect, suture and bandage wounds 
Document and record patient medical information 
Direct patient to therapy room 

Place blood pressure cuff on patient 


Perform blood pressure test by activating testing machine 
Record blood pressure reading 


Of standard concepts, practices and procedures in the 
nursing field 


Of types of diagnostic tests 
Nursing degree and current RN license 


Use IV to conduct treatments, including hydration, blood 
and drug administration 


Administer first aid, such as CPR 

Maintain calm in emergency situations 

Balance multiple patient priorities 

Reassuring manner in dealing with patients of all ages 


Interact with doctors, patients and co-workers in a 
professional manner 
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_ Can You? 


m Describe the human resources strategy and the 
associated strategies that support it. 


m Define and explain the steps that must be 
completed before building a base pay structure. 


m™ Define and explain the terms used to describe and 
differentiate jobs and job responsibilities. 


m Identify job specifications and distinguish between 
knowledge, skills, abilities and behaviors. 
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Module Quiz 


1. When is the base pay structure created? 
A. As soon as job documentation has been completed 
B. Prior to completion of the job analysis 
C. After the job worth hierarchy is built 


2. The phrases “lifts cover, lays paper on glass, closes cover and presses start button” 
are examples of which of the following? 


A. Responsibilities 


B. Duties 
C. Tasks 
D. Task elements 


3. Aword processing unit has five word processors, one proofreader and one 
supervisor. How many jobs are in the unit? 


A. Two 
B. Three 
Cc. Six 

D. Seven 


4. What job specification describes what the employee should be able to do based on 
his or her experience or training? 


A. Knowledge 
B. Skills 

C. Abilities 

D. Behaviors 
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Job Analysis 


es 
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Module 2 
Job Analysis 


Introduction 


The process of building a credible base pay structure is heavily dependent upon data 
collection and analysis. To ensure that jobs are being priced appropriately, it is important 
initially to analyze each individual job that comprises the organization’s base pay 
structure. This is done through job analysis. 


Job analysis is a systematic process for obtaining important and relevant information 
about each distinct role played by one or more employees. For compensation purposes, 
this includes the duties and responsibilities of the job or role, as well as the required 
worker characteristics. Module 2 examines job analysis and the planning and 
implementation required to carry it out. 


Objectives 


By the conclusion of this module, you will be able to accomplish the following: 
1. Describe the purpose of job analysis and the people that may be involved. 
2. Explain the job analysis process. 

3. Identify and explain the various sources of job information. 

4. Explain considerations related to job analysis communication. 
5 


Identify and describe possible sources of error in job analysis. 
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Building a Base Pay Structure 


Job Analysis 


Renata ONSO LS SBSASSOSSSSSsESte 


Job Content Emphasis 


Reconciliation of internal 
B and External Consi i 


Building a Base Pay Structure 


The process of building a base pay structure begins with job analysis and progresses 
through one of two alternative job evaluation approaches, as shown in the illustration 


above. 
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Why Use Job Analysis? 


m= Develop job worth hierarchy 

= Document work methods 

m Provide basis for performance appraisal 

m Identify job families 

m= Identify qualifications 

m™ Provide basis for legal and regulatory compliance 


= Determine if a job should exist 


m= Identify design elements 


Why Use Job Analysis? 

Job analysis is performed for the following reasons: 

m™ To develop a job worth hierarchy 

m= To document work methods and processes for training purposes 

m To provide a basis for performance appraisal based on job-related standards 
m To identify job families and career paths 
= 


To identify qualifications required to perform work for purposes of job posting, 
advertising, and candidate selection 


m To provide a basis for legal and regulatory compliance 
m To determine whether a job should continue to exist in its present form 


= To identify organization design elements 


Note: “Job” will be used in this module to describe a distinct role played by one or more employees. 
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JOB ANALYSIS 


Who Should Be Involved? 


m@ Incumbents? 


m Analysts? 


m Supervisors? 


= Local or centralized staff? 


= Employee representatives? 


Who Should Be Involved? 


Incumbents — have the most detailed information about their own duties and 
responsibilities 


Analysts — can provide a more objective and consistent approach to analyzing 
job content 


Supervisors — can provide important validation of incumbent input 
Local or centralized staff — depends on company policy 


Employee representatives — useful but not mandatory 
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JOB ANALYSIS 


Working with Unions/ 
Employee Representatives 


Determine level of participation 


Describe project to representatives 


% 

= 

m= Emphasize role of job analysis 
m Discuss various approaches 

= 


Discuss joint participation 


Working with Unions/Employee Representatives 


It is not mandatory for the union to approve the job analysis or evaluation plan, unless 
specifically stated in the contract. Nonetheless, if a portion of the workforce is represented 
by a labor union, it is desirable to secure union cooperation. One way to communicate the 
benefits and to secure the participation of the third party may be to emphasize that the 
collection of information about jobs provides the union and management with data on which 
to make consistent pay decisions. 


To encourage effective communication: 


= Determine the level of participation according to management philosophy and/or 
current contractual agreements 


= Describe the project to any third-party representatives prior to the general 
announcement to employees 


= Emphasize the role of job analysis in providing third-party representatives and 
management with data on which to base pay decisions 


= Discuss the various approaches to job analysis 


= Discuss where joint participation would be appropriate. 
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JOB ANALYSIS 


Job Analysis Process 


m Plan 
¢ Identify information (critical data) 
@ Determine sources 
¢ Develop communication plan 


m@ Action 
# Communicate 
¢ Collect critical data 
@ Verify data 
¢ Revise appropriately 


Job Analysis Process 


The process of obtaining information through job analysis is the first step in building the job 
worth hierarchy. Job analysis is the systematic, formal study of the job. Job analysis may 
also be used to determine whether a job is exempt or nonexempt, and identify essential job 
functions and hiring requirements. 


m@ Plan 


@ Identify what information (critical data) needs to be collected about the jobs 
(based on the type of job evaluation plan used) 


@ Determine the sources of information to be used and who will conduct the 
data collection 


¢ Develop a communication plan 
= Action 
# Communicate what you are doing and why 
Collect critical data on the actual nature and level of work 
@ Verify the data and augment it through management review 


# Revise and reconcile the data as required and inform the job incumbent of any 
revisions 
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JOB ANALYSIS 


Identify Critical Data 


m@ Nature of work 


¢ Duties 
# Responsibilities 


@ Level of work 


@ Skill 

@ Effort 

# Responsibility 

@ Working conditions 


Identify Critical Data 


To establish relative internal job worth, it is necessary to identify, collect and analyze 
critical data about the job. Critical data fall into two major categories: 


= Nature of work 
¢ Duties 
# Responsibilities 
m= Level of work 
@ Skill 
@ Effort (mental, physical) 
@ Responsibility (i.e., accountability) 


@ Working conditions 
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Determine Sources of 
Job Information 


m Secondary sources 


m Primary sources 


Determine Sources of Job Information 


Job information can be obtained from primary and secondary sources. Before beginning to 
conduct the job analysis, it is useful to study existing secondary source information about 
the job or process to be reviewed. 


m Secondary sources 


# Information obtained from sources other than incumbent or supervisor 


= Primary sources 


@ Information obtained directly from incumbent and/or supervisor 
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SOURCES OF JOB INFORMATION 


Secondary 


Government 
Publications 


Organization 
Goals / 
Objectives 


Salary Surveys 


Existing Job 
Documentation 


Sources 


Industry 
Association 
Materials 


Work Flow 
Studies 


Commercially 
Available 
Materials 


Secondary 
Sources 
Policies and 
Procedures 
Manuals 


Organization 
Charts 


Secondary Sources 


Secondary sources of job information include the following: 


Internal sources 


rT 
be automated. Incumbents may 


Work flow studies may have been conducted in an attempt to analyze which jobs can 


prepare diaries or logs. 


Policies and procedures materials of the group can sometimes be an indication of the 


work process, training and knowledge requirements of the various jobs in the group. 


Organizational charts can provide some indication of the level of the job and reporting 


relationships. A company telephone book also may give a better indication than the 


organizational chart. 


the job. 


Existing job documentation is an effective way to obtain background information on 


Organizational goals or objectives discuss the responsibilities and the achievements 


which are measured for performance purposes. 
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SOURCES OF JOB INFORMATION 


Secondary Sources ...cont’d 
External sources 


= Industry association materials — Some associations have standard job descriptions 
to provide benchmark information. 


= Commercially available materials — Many books are available for purchase that 
include sample job descriptions. 


m Salary surveys have some generic job descriptions in the survey materials. 
These typically are benchmark jobs. 


= Government publications are generally inexpensive and comprehensive in sampling 
a large number of jobs. A governmental online product is available, O*NET (short for 
occupation net). This service is available at www.onetcenter.org. In addition to O*NET, 
the Dictionary of Occupational Titles (DOT) is available, but not being updated. The 
DOT provides general information about the nature and level of work for many jobs. 
Another example is the Occupational Outlook Handbook (OOH), which cross- 
references the DOT and provides extensive information about jobs and the outlook for 
related careers.* 


* In Canada, the National Occupation Classification (NOC) system is available from the federal government. 
Based on several years of extensive occupational research, the NOC classifies more than 25,000 
occupations by skill type and skill level, providing an accurate picture of the constantly changing Canadian 
labor market, including new occupations that have emerged. 
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SOURCES OF JOB INFORMATION 


Primary Sources 


Direct 
Observation 


Individual 
Interviews 


Questionnaires 
* Open-ended 
¢ Highly 
structured 


Group 


Technical 
Consultation 


Interviews 


Primary Sources 


Direct observation — observing one or more cycles of work to learn where the work 
comes from, what is done with it and where it goes after the operation is complete 


Individual interviews — includes an in-depth discussion with job incumbent to provide 
information about what he/she does, how and why 


Group interviews — process of interviewing several incumbents at the same time 
Technical consultation — process of interviewing technical experts to obtain information 


Questionnaires — Often replace interviews as a source of gathering data when there are 
many jobs to be analyzed. Questionnaires attempt to capture the same information as a 
one-on-one interview. 


@ Open-ended — Questions are structured to allow job incumbents much latitude in 


responding. 


¢ Highly structured — Questions limit responses and focus mainly on the frequency 


of tasks or responsibilities. 
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SOURCES OF JOB INFORMATION 


Direct Observation 


m™ Description 
m= Application 
m Procedure 

m Advantages 


m Disadvantages 


Direct Observation 
= Description 


# Observing workers in order to understand job duties, responsibilities, tasks and task 
elements 


= Application 
¢ Most appropriate for manual and repetitious work that occurs in short cycles 
= Procedure 
@ Gather information from the appropriate secondary sources 
¢ Identify desired work activities to observe 
# Explain the process to the employee before observing 
# Be as unobtrusive as possible and observe through the entire work cycle 
# Conduct a follow-up interview with the incumbent to understand work observed 
@ Verify results with the supervisor 
= Advantages 


@ For short-cycle work, observations can be done fairly easily to identify tasks and 
confirm behaviors 


= Disadvantages 


# Can be a time-consuming and costly process in terms of resources used 
(i.e., manual labor to observe job duties) 


@ May not be sufficient enough information to write a job description 
# May intimidate employees by creating a “big brother” atmosphere 


¢ Not as useful in higher level jobs 
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SOURCES OF JOB INFORMATION 


Individual Interview 


m= Description 

@ One-on-one review 
m@ Application 
m Procedure 


@ Preparing 
@ Conducting 
# Closing 


m Advantages 
m Disadvantages 


Individual Interview 
= Description 
¢ Structured, one-on-one review of job content by a job analyst with the incumbent 
(or supervisor, if the job is vacant) 
= Application 
@ Applies to most job families, although less likely in production jobs 
¢ Most often used with professional and managerial jobs 
m= Procedure 


¢ Preparing for the interview 

Gather information from secondary sources 

Structure the interview to ensure correct data will be collected 
Schedule adequate time 

Explain the purpose to the employee and ask for sample work 
Supply appropriate materials to interviewee in advance 


¢ Conducting the interview 


= Communicate the purpose and = Ask specific follow-up questions 
procedures = Give the incumbent time to think 
= Create a relaxing atmosphere = Take detailed notes and listen 
= Ask broad, general questions = Ask for definitions 
at the beginning of the interview = Maintain an objective status 
= Ask questions in a logical sequence = Maintain control of the interview 


¢ Closing the interview and follow-up 
= Summarize the findings with interviewee 
= Explain the next steps and close the interview with courtesy 
= Summarize notes immediately after the interview 
a Verify findings with the interviewee and/or supervisor 


m= Advantages 
¢ Accurate job descriptions 
¢ Allows buy-in to the process 


= Disadvantages 
¢ Costly in time and resources 
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SOURCES OF JOB INFORMATION 


Group Interview 


m@ Description 
# Structured review 
@ Application 
m Procedure 
m Advantages 


m Disadvantages 


Group Interview 
= Description 

@ A structured review of job content between a job analyst and a group of incumbents 
= Application 

@ When an individual interview with all incumbents is impractical 

@ When a sample of incumbent responses is desirable 


@ When the information indicates the jobs are basically the same in terms of the 
nature and level of work (or only minor differences) 


m= Procedure 
@ Follow the guidelines for an individual interview 
@ Involve technical experts if necessary 


# Request that all incumbents complete a job questionnaire first, then compile 
questions for the interview based on questionnaire data 


@ Combine data into a single job description for job evaluation purposes 

¢ Allow all incumbents and/or supervisors to review the final information 
= Advantages 

@ Accurate job descriptions 

@ Greater validity of results due to several sources 
m Disadvantages 

# Can become a gripe session 

@ Can be side-tracked by a dominant participant 

@ Some people can be excluded, or the wrong people included 


Sample interview questions are included in the Appendix. 
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SOURCES OF JOB INFORMATION 


Technical Consultation 


m= Description 


¢ Information from experts 
m Application 
m Procedure 
m Advantages 


m Disadvantages 


Technical Consultation 


= Description 
¢ Astructured review of job content between a job analyst and several experts 
= Application 
¢ For anew technical job classification best understood by people other than incumbents 
@ For jobs in a new or emerging field 
¢ Typically used when the job has no incumbents 
m= Procedure 
Follow the procedures for a group interview 
= Advantages 
@ Accurate job descriptions 
@ Obtain accurate information from diverse group 
= Disadvantages 


¢ Perspective may be limited to the technical aspects of the job, as opposed to actual 
duties and responsibilities of incumbents. 


# Costly in lost work time for technical experts 


Note: When work teams are the primary form of organizing, the team 


members themselves, or selected members, may provide the 
source of expertise and perform the analysis themselves. 
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SOURCES OF JOB INFORMATION 


Open-Ended Questionnaires 


m= Description 
@ Narrative response 
@ Application 
m Procedure 
m Advantages 


m Disadvantages 


Open-Ended Questionnaires 


= Description — A written set of questions regarding job content that requires the 
incumbent to prepare a narrative response 
= Application 
For most job families, except production and maintenance jobs. Best for those jobs 
that are professional, managerial and executive level. 
# When the organization lacks the internal resources for individual interviews 
# When the time frame is too short for individual interviews 
@ A tool in conjunction with individual interviews 
@ To gather information to determine legal compliance 


m= Procedure 
# Develop the questionnaire and send to the incumbent or supervisor (It is best to 
interview the most experienced job incumbents and the best performers for use of 
developing the questionnaire.) 
# Collect completed questionnaires 
# Write the job description from the questionnaire, or evaluate the job directly from the 
questionnaire. 


= Advantages 


@ Flexibility; can be tailored to the job group being analyzed 
# Consistency; everyone answers the same questions 

@ Good for preparing a job incumbent for his or her interview 
# Can cover a large number of jobs 


= Disadvantages 


@ May require a follow-up if the questions are not clearly defined/answered 

@ Variations in incumbent writing skills can be misleading and can produce 
inconsistent results. 

# Assessment of questionnaire output can be time-consuming and tedious. 

# A poor command of the language could limit the ability to communicate effectively. 


A sample questionnaire is included in the Appendix. 
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SOURCES OF JOB INFORMATION 


Highly Structured Questionnaire 


m= Description 
@ Limited response 
@ Application 
m Procedure 
m Advantages 


m Disadvantages 


Highly Structured Questionnaire 


= Description 
@ Awritten set of questions regarding job content that limits responses to a 
predetermined set of answers (e.g., behavioral and task) 


= Application 
@ All job families, although typically not used for lower-level, production-type jobs 
@ When highly detailed data on job tasks, skills or behaviors are desired for multiple 
human resources purposes 
@ When organizations have sufficient computer capabilities, 
personnel and financial resources 


m Procedure 
@ Develop the questionnaire 
# The questionnaires are completed by the incumbents, 
approved by supervisors and returned to human resources. 
@ Responses from multiple incumbents of the same job are reconciled to a common 
set of answers. 
The responses are entered into the computer and scored. 


m= Advantages 
@ Flexibility; can be tailored to the job group being analyzed 
# Consistency; everyone answers the same questions 
# Can cover a large number of jobs 
# Database of responses can have multiple uses 


= Disadvantages 
# Time-consuming and expensive to develop 
# Often lengthy and time-consuming to complete 
# Questions usually need to be validated first 
@ If too long, individuals may complete without care 


A sample questionnaire is included in the Appendix. 
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SOURCES OF JOB INFORMATION 


Comparison of Types 


Open-Ended 


1. Describe typical background Highly Structured 


and experience required. : ; 
Job related experience required. 


(Check one.) 
O No experience 


Less than one year 


oO 
O 1 to 5 years 
O Over 5 years 


Comparison of Types 
m Open-ended questionnaires 


# In general, open-ended questionnaires are the most common method for collecting 
job analysis information. 


# The questionnaires are generally completed by the incumbent without the job 
analyst present. 


# The principal advantages are speed, minimal cost of collecting data and the 
incumbents’ detailed knowledge of duties. 


m Highly structured questionnaires 


# Used most frequently in conjunction with job evaluation programs which use 
statistical methods 


Ask very specific questions and have a predetermined set of responses 


Often requires the job analyst to complete the document using an interview format 
with the employee 


Both types of questionnaires can be completed online. 


Examples of questionnaires are included in the Appendix. 
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SOURCES OF JOB INFORMATION 


Guidelines for Questionnaires 


m= Determine 


@ Job families to be covered 
@ Job evaluation method 


m Identify 


¢ Individuals responsible 
# Coding process 


m Design questions 
m Pilot and modify 
m™ Select distribution strategy 


Guidelines for Questionnaires 
Use the following guidelines to develop and administer questionnaires: 


= Determine the job families to be covered by the questionnaire to ensure adequate 
comparison between jobs 


= Determine which job evaluation method will be used 


= Identify individuals responsible for developing the questionnaire 
(human resources, committee, other technical expertise) 


= Identify how the questionnaire results will be analyzed 
(code as much information as possible) 


= Design the questions to extract the information required to evaluate your jobs 
= Pilot the questionnaire(s) and modify accordingly 


= Select a distribution strategy — sample or whole population (who, when, how) 


GR3 @ 2.20 


© WorldatWork. All rights reserved. 


Job Analysis Communication 


m Audience 
= Media 


m Message 


m Timing 


Job Analysis Communication 


Employee acceptance is crucial to the job analysis process. If management has done an 
inadequate job of communicating the purpose of the job analysis, it may lead to negative 
employee relations. 


Along with the implementation plan for the job analysis, companies should consider 

the necessary communications to managers and staff. The philosophy for how 
communications are implemented should be in support of, and certainly consistent with, 
the organization’s vision and mission. To the extent feasible, the communication should 
incorporate the strategic vision of the organization as well as the appropriate specifics 
regarding the job analysis process. Keep in mind that the culture of the organization will 
significantly impact the communication strategy. 


m Audience 
@ Who has to be informed? 
= Media 
@ What media should be used? 
m Message 
# What message will be communicated? 
= Timing 


@ When should various elements of communication take place? 
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Job Analysis Communication ...cont' 


m Process 


# Design a communication plan 


m Methods 


# Group meetings 


@ Written communication 


@ Feedback 


Job Analysis Communication ...cont’d 
m Process 
¢ Design a communication plan 
a Who, what, where, when 
= Identify responsible parties 
= Methods 
¢ Group meetings 
= Conduct group meetings with managers and supervisors 
= Arrange and conduct information sessions 
@ Written communication 
= Send a general announcement letter to employees from senior management 
= Publish article(s) in employee newsletters 
@ Feedback 
= Provide participant feedback at the appropriate intervals 


= Send a letter of thanks from senior management to participants and 
committee members 
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Possible Sources of Error 
in Job Analysis 


Content errors 
m= Sampling errors 


m Incumbent bias 


= Incomplete information 


Illogical question order and sequence 


Incumbent illiteracy 


Possible Sources of Error in Job Analysis 


The possible sources of error in job analysis, regardless of method, provide a potential list 
of problem areas that the compensation department should consider prior to the 
implementation of a job analysis program. If these problems can be minimized prior to 
implementation, the job analysis program will have a much better chance of success. 


Content errors 


= Sampling errors — example: selecting the first ten job incumbents from a list arrayed by 
hire date, so that the sample represents incumbents with the shortest tenure 


= Incumbent bias — an individual in the job may not accurately represent all facets of the 
work 


= Incomplete information — where incumbent leaves blank or insufficient responses to 
questions for a variety of reasons including illiteracy 


& Illogical question order and sequence — where the incumbent is confused or misled by 
the order of the information and therefore provides inaccurate data 


= Incumbent illiteracy — inability to understand what is written 
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Possible Sources of Error 
in Job Analysis ...cont'd 


Process errors 
m Inadequate communication 
Misinterpretation of questions 


Bias in recording or coding information 


Misuse of statistical procedures 


Faulty interpretation of results 


Possible Sources of Error in Job Analysis ...cont’d 


Process errors 


Inadequate communication — example: failure to explain what the information will be 
used for 


Misinterpretation of questions — example: failure to explain the level of responsibility 
associated with “budget accountability” 


Bias in recording or coding information — example: job analyst, incumbent or 
supervisor 


Misuse of statistical procedures — example: construction of questionnaires. It is 
important to understand the entire job group being evaluated before constructing the 
questionnaire. If the factors within too small a sample are slightly different, the results 
could be skewed. 


Faulty interpretation of results — examples: at what time a process handoff occurs, 
conversion of information obtained to accurate job evaluation result 
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| Can You? 


= Describe the purpose of job analysis and 
the people that may be involved. 


m Explain the job analysis process. 


m Identify and explain the various sources 
of job information. 


m Explain considerations related to job 
analysis communication. 


m Identify and describe possible sources 
of error in job analysis. 
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Module Quiz 


1. What best describes one of the purposes of job analysis? 
A. To document work processes for training purposes 
B. To define the level of coaching needed by supervisors 
C. To define the scope of any follow-up studies 


2. Prior to conducting a job analysis interview, where might one obtain secondary 
job information? 


A. Organizational charts 
B. Employment applications 
C. The employee’s supervisor 


3. Which job analysis technique is best suited to assembly line workers? 
A. Direct observation 
B. Structured interview 
C. Individual interview 
D 


. Open-ended questionnaire 


4. Which of the following would be the best source of job information for a job in 
a new or emerging field? 


A. Government publications 
B. Direct observation 

C. Technical consultation 
D. Structured questionnaire 


5. How could sampling error affect the potential outcomes of a job analysis? 


A. The incumbents and/or supervisors may misrepresent certain aspects of 
the job. 


B. The results may not be representative of the entire group. 
C. The incumbent(s) may not understand some of the questions asked. 
D. The results may be coded differently and subject to different interpretations. 
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Job Documentation 


Wortdatwore B 
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Module 3 
Job Documentation 


Introduction 


The increasing amount of legislation and employee litigation has made job documentation 
a must. The most common type of job documentation is the job description, which 
identifies, defines and describes the most important features of a job as it is being 
performed. This includes the general nature and level of the work, specific duties and 
responsibilities, and the minimum job specifications required to perform the job. When 
properly developed to meet specific needs, job descriptions have the potential for a wide 
variety of administrative applications. 


Objectives 


By the conclusion of this module, you will be able to accomplish the following: 
1. Identify the principal types of job documentation. 
2. Identify and describe common uses for job descriptions in pay programs. 


3. Describe the types of information that should be included in job descriptions and the 
importance of each component. 


4. Identify appropriate job description formats for different job levels and guidelines for 
preparing effective job descriptions. 
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Building a Base Pay Structure 


JO 


ee 


lob Content Emphasis 


Job Content 
Evaluation 
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Types of Job Documentation 


m Job analysis questionnaires 
m= Job family matrices 


m Job descriptions 


Types of Job Documentation 


Although job documentation is typically associated with the job description, there are 
other forms. Job documentation consists of written information about job content, 
typically resulting from a job analysis effort. There are several types of job documentation: 


m= Job analysis questionnaires 


# In many cases, questionnaires completed by incumbents and/or supervisors, 
may contain more specific and extensive data about a particular job than a formal 
job description. 


@ Job family matrices 
@ Information on multiple levels within the same job family. 
m@ Job descriptions 


@ A formal documentation of duties and responsibilities as well as job specifications. 
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Job Descriptions 


m Nature of work 


# Duties and responsibilities 


m Level of work 


@ Skill, effort, responsibility, working conditions 


m= Job specifications 


@ Characteristics required for competent 
performance 


Job Descriptions 


A job description is a summary of the most important features of a job. A job description 
should describe and focus on the job itself and not on any specific individual who might fill 
the job. Important features included on a job description: 


m= The general nature of the work 

# Duties 

@ Responsibilities 
= The level of the work performed 

@ SERWC (skill, effort, responsibility, working conditions) 
= The specifications for the job 


@ Employee characteristics required for competent performance of the job. 
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JOB DESCRIPTIONS 


The Role of Job Descriptions 
in Pay Programs 


Developing a 


Job Worth 
Hierarchy Salary Survey 
Exchanges 


Establishing 
Career Paths/ 
Succession Planning 


Assigning 
Employees to 
Appropriate Jobs 


Organizational 


Design Legal Defense 


Establishing 
Performance 
Standards 


The Role of Job Descriptions in Pay Programs 
Job descriptions have a number of uses related to pay programs. 


From a pay standpoint, job documentation is needed to evaluate the content of a job in 
relation to other jobs in the organization. When jobs are being evaluated on the basis of 
their content, an individual or committee must study the jobs and reach a decision as to the 
jobs’ relative worth. Job descriptions are also needed for other human resources 
administration uses. These include: 


Identification of performance standards 
Organizational design uses 

Salary survey exchanges 

Legal defenses 

Job assignments 


Selection/ recruitment 


Establishment of career paths and succession planning. 
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Job Description Format 


1. Job titles 
2. Job group category 


3. Reporting 
relationships 


4. General summary* 


5. Principal duties and 
responsibilities* 


6. Job specifications* 
7. Working conditions* 
8. Disclaimer statement 


9. Dates and approvals 


* These are components which should be included or implied 
in all job descriptions used for job evaluation purposes. 


Job Description Format 


There is no universal format for job descriptions. However, job descriptions typically 


include the components stated above. 


The descriptions should describe the jobs as they exist now, not as they will exist some 


time in the future. 


If a job is occupied by more than one person (if there are two or more positions), there 
may be some differences between the way in which incumbents perform the work. In this 
case, incorporate principal elements of the job into a single description. Ignore those 
minor differences in the way work is performed which may be inappropriate for all job 


incumbents. 
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JOB DESCRIPTION FORMAT 


Job Titles 


m Reflect nature/level of work 
m Are “politically correct” 

m Avoid unnecessary inflation 
m Avoid discrimination 


= Consider internal and external status issues 


= Consider HRIS limitations 


Job Titles 
Follow these guidelines to determine appropriate job titles: 


= Use titles which describe the general nature and level of work performed. 

Titles such as “Clerk,” “Instructor,” “Analyst” and “Mechanic” indicate the general 
nature of the work (that is, the principal duties and responsibilities of the 
incumbents). 

# Other components of the job title such as “Senior,” “Specialist” and “Lead” indicate 
the level of the work. 


= Select titles which are acceptable and “politically correct.” 


= Refrain from inflating titles to ensure that the nature and level of work is easily 
understood. 
# Titles which overstate the importance of the job can contribute to difficulty in 
matching jobs to surveys and create pressure to change titles among other job 


families. 
Inflated Title Actual Translation 
Traffic Director Highway Flagger 
Environmental Specialist Housekeeper 
Reproduction Specialist Copy Room Attendant 
Information Destruction Specialist | Shredder 


® Avoid potentially discriminating titles and those that imply sex or age such as 
“Maintenance Man,” “Stewardess,” or “Waiter.” 


= Consider internal and external status issues. 


= Consider human resources information systems (HRIS) limitations. 
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JOB DESCRIPTION FORMAT 


Job Group Category 


m Criteria for exemption 
m Examples of exempt positions 


m™ Examples of nonexempt positions 


Job Group Category 


A job description typically indicates whether the job is exempt from, or not exempt 
from overtime requirements. 


= Criteria for exemption — When classifying jobs into a job group category, it is 
important to consider the percentage of time spent on exempt versus nonexempt 
duties, as well as other criteria specified by the Fair Labor Standards Act (FLSA) and 
the Department of Labor (DOL).* 


= Examples of exempt positions — Some positions typically classified as exempt 


include: 
@ Officers @ Professionals 
@ Managers # Outside sales 


@ Administrative managers 


= Examples of nonexempt positions — Some positions typically classified as 
nonexempt include: 


@ Paraprofessionals @ Clerical staff 
@ Technicians @ Skilled and unskilled trades. 


* In Canada, criteria are specified by the provincial Ministry of Labour (MOL) and the provisions of any 
applicable Employment Standards Act (ESA). 
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JOB DESCRIPTION FORMAT 


Reporting Relationships 


Include a section on reporting relationships 
(unless generic job) 


m Job title of the supervisor 


m Title(s) of direct report(s) 


= Dotted-line reporting relationships 


Reporting Relationships 


Include a section on reporting relationships unless the job is a generic job 
found in multiple departments (such as General Clerk 1). 


= Indicate the job title of the supervisor to whom this job reports. 
= Indicate the title(s) of any employees directly supervised by this job. 


= Address dotted-line reporting relationships and informal “lead” duties in the duties 
and responsibilities section. 
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JOB DESCRIPTION FORMAT 


General Summary 


m Provide a general overview 
no longer than four sentences 


m State the nature, level and purpose 
of job 


m Indicate responsibility level of the job 
by the incumbent's freedom to act 


General Summary 


In this section of the job description, one should attempt to give some idea of the levels of 
skill and responsibility found in the job. The general nature and level can sometimes be 
indicated by starting the summary with a phrase like “under the direction of...” Because this 
is asummary, it is usually easier to write after completing other sections of the description. 


= The summary should be no longer than four sentences and should 
provide a general overview of the job in as few words as possible. 


m= The general summary states the general nature, level and purpose of 
the job. 


= Information on the responsibility level of the job is indicated by the incumbent’s 
freedom to act (“works independently” or “works under close supervision”). This is 
especially important in describing nonsupervisory jobs. 
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JOB DESCRIPTION FORMAT 


Principal Duties and Responsibilities 


@ Include current duties and/or 
responsibilities 


Arrange in a logical order 


Use a standard writing format 


m Identify all essential functions 


m@ Include secondary functions 


Principal Duties and Responsibilities 
= Include current duties and/or responsibilities which account for more than 5% of 
the incumbent’s time or are critical to the successful performance of the job. 
= Arrange these job duties and responsibilities in some logical order, such as: 
@ The sequence in which the job duties are performed 
@ The order of importance 
# The amount of time that the incumbents devote to each item. 
m Use a standard writing format 


# Use clear and concise language. Where possible, use words that have a single 
meaning. Use examples/explanations for words which have varying 
interpretations. 

# Use present tense, action verbs (See word list in the Appendix.) 

@ Avoid unnecessary words 
Example: The job incumbent transports all company mail to the various locations 
throughout the entire facility. 

Change to: Transports company mail to locations throughout facility. 

# Replace proprietary names with generic terms (i.e., names of specific 
software programs, names or numbers of internal forms) 

@ Avoid gender-based language 

m= Identify essential functions in the job to meet legal requirements — 
For Americans with Disabilities Act (ADA)* purposes, essential is defined as: 


# The reason the job exists 
¢ Alimited number of employees available to distribute work 
# Functions are highly specialized and require expertise. 
m= Include secondary or peripheral job functions — those job functions that are not 
essential but are considered part of the job 


* In Canada, some similar requirements are related to employment equity legislation. 
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JOB DESCRIPTION FORMAT 


Level Cutters 


Examples of modifying words or phrases 


Level cutters associated with work 
ranging from lowest level to highest level 


Compensable 
Factors Lowest Level —————————______> Highest Level 


Interpersonal | Uses normal Explains or Persuades Negotiates 
Skills courtesy instructs 


Independent _ Follows Assigned work _| Receives general | Employee 
Judgment established with limited guidance on work | works 


routines under employee priority with independently 
close supervision | latitude substantial 
employee latitude 


Impact of Restricted to Impact on unit Impact on Impact on 
Decisions employee department organization 


Hazards Hazard-free Exposure to Exposure to injury | Life-threatening 
environment minor discomfort | or illness situations 


Level Cutters 


When describing jobs having a similar nature but a dissimilar level of work, indicate the 
different levels through the use of appropriate modifying words or phrases. Sometimes a 
table referred to as a “level cutter’ is prepared to assist in the writing of job descriptions. 

A level cutter usually indicates a change in compensable factors from the lowest job level to 
the highest. 
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Example of Level Cutters: 
Clerical/Administrative 


High school High school | High school High school 


Education/ | 
training | diploma or _ diploma or | diploma or diploma or 

| equivalent | equivalent equivalent plus equivalent plus 

| | software classes software classes 
sovensoremncnnnanssnntsessnussassssssosunsstasestgasantasannnsaneenaasensnnnensananeteareneenanananeanseesenntatoeaseceesesrasenin reer nceeree sotennnanenenanenesegnnnpenanteessumtosssssssssosstssosenssseeetqesnntpasensanantsatanbuasananesnnanteananeanepananaennennaerensemmetoanetoasiseaeuastoasemspeeceeerecntntettttee 
Work No previous | 1 to 2 years 3 to 4 years 5 years 
experience — experience / 
required 

Keyboard Basic typing | Advanced typing | Advanced typing Advanced typing 
skills _ Skills (30 to 40 | skills (50 to 60 | skills (50 to 60 _ skills (50 to 60 

wpm) | wpm) | wpm) | wpm) 

| | | 
Computer Basic word Basic word Advanced word Advanced word 
skills processing skills | processing skills | processing and processing and 

basic spreadsheet — spreadsheet skills 
| skills 
a Sennen nnn Cane 

Mental | No unusual | Some demand __ Frequent demand — Frequent demand 
effort effort required to meet to juggle shifting | to establish 

deadlines | priorities and | priorities and meet 

| deadlines tight deadlines 

Direction Close General General General direction 
received | supervision supervision supervision 
Contacts Limited primarily | Limited primarily | Often required to Significant internal 
w/others | to own to own interact outside and external 

| 


department department 


i 
own department | contacts 


Working Normal office Normal office Normal office | Normal office 
conditions environment environment environment environment 


By adding typical job duties, this example 


may be used as a job family matrix. 
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JOB DESCRIPTION FORMAT 


Identifying Level Cutters 


exercise 


Senior Drafter 


Principal Duties 


Complexity 


Independent 
Judgment 


Skill 


Exercise — Identifying Level Cutters 


Instructions: On the following pages are job descriptions for a drafter 
and a senior drafter. Use these two descriptions to complete 
the four steps indicated below. Use the matrix provided. 


1. Compare principal duties for each job. 
Identify key phrases which indicate that one job is more complex than the other. 


. Identify key phrases which indicate that one job requires greater independent judgment 
than the other. 


4. Identify key phrases which indicate that one job requires a higher level of skill than 
the other. 


GR3 m@ 3.15 


© WorldatWork. All rights reserved. 


GR3 @ 3.16 


© WorldatWork. All rights reserved. 


JOB DESCRIPTION FORMAT 


ACME INDUSTRIES: JOB DESCRIPTION 


TITLE: — Drafter Job Group Category: Nonexempt* 
UNIT: Engineering Department 


General Summary 

Prepares simple product engineering drawings of easily visualized parts or equipment from sketches or 
marked-up prints. Work requires use of most conventional drafting techniques and a working knowledge of 
industry terms and procedures. Simple revisions to existing drawings may be assigned with a verbal 
explanation of the desired results; more complex revisions are produced from sketches which clearly 
depict the desired product. Works under close supervision. 


Principal Duties and Responsibilities (‘Essential Functions) 
1. *Prepares simple product engineering drawings of easily visualized parts or equipment from sketches 
or marked-up prints. Selects appropriate templates and other equipment needed to 
complete assignments. 
*Traces or copies drawings as assigned. 
*Prepares detailed drawings where arrangements, dimensions and tolerances are provided or 
have been established by previous similar designs. 
*Assembles and writes parts lists on drawings. 
Operates copying equipment to make copies of drawings as requested. 
*Uses mathematical formulas to check dimensions, tolerances and the like. 
Requisitions and maintains adequate supply of materials such as paper, developer, drawing 
instruments and the like. 


Job Specifications 

1. Ability to read, comprehend and follow complicated verbal instructions and ability to 
perform basic arithmetic, geometric and algebraic calculations in order to perform duties 
described above. This is normally acquired through completion of high school education. 
Knowledge of most conventional drafting techniques including proper use of 
engineering/drafting terminology, symbols, legends and shading — normally acquired in 
approximately six months of basic technical training and/or in high school. 

3. Approximately six months of on-the-job experience is required in order to develop drawing skills 
and learn company policies, procedures and products. At least three of the six months must be with 

the company. 

4. Ability to meet deadlines and to concentrate and pay attention to detail for 75 percent of work time. 

5. Standing and walking required for less than 10 percent of work time. 


Working Conditions 
Normal drafting room environment. 


Disclaimer 

The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not intended to be construed as an exhaustive list of all 
responsibilities, duties and skills required of personnel so classified. 


Review/Approvals 
Name Line or Staff Management 


Name Human Resources 


* May be categorized as “hourly” or “salaried” in Canadian job descriptions. 
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JOB DESCRIPTION FORMAT 


ACME INDUSTRIES: JOB DESCRIPTION 


TITLE: Senior Drafter Job Group Category: Nonexempt 
UNIT: Engineering Department 


General Summary 

Prepares complete sets of complex product engineering drawings (e.g., multiple views and assembly 
drawings). Occasionally performs engineering design work in interpreting general designs prepared by 
others or in completing missing detail designs. Regularly leads two drafters. Generally works independently. 


Principal Duties and Responsibilities (‘Essential Functions) 

1. *Prepares complete sets of complex product engineering drawings (e.g., multiple views and 
assembly drawings). Drawings include complex design features that require considerable 
drafting skill to visualize and portray. 

*Assures that anticipated problems in manufacture, assembly, installation and operation are 
resolved by drawings produced. 

*Occasionally (less than 15 percent of work time) performs engineering design work in interpreting 
general designs prepared by others or in completing missing detail designs. 

*Regularly uses mathematical formulas to compute weights, load capacities, dimensions, 
quantities of materials and the like. 

*Independently resolves most of the problems encountered. Supervisor or designer may suggest 
method of approach or provide advice on unusually difficult problems. 

*Trains, assigns work to, checks work of and troubleshoots for two drafters. 


Job Specifications 

1. Ability to read, comprehend and follow complicated verbal instructions and ability to 
perform basic arithmetic, geometric and algebraic calculations in order to perform duties 
described above. This is normally acquired through completion of high school education. 
Comprehensive knowledge of drafting techniques, advanced drafting skills, and 
comprehensive understanding of company policies, procedures and products — can be acquired 
in approximately six months of basic technical training plus two or three years of on-the-job 
experience (at least one year of which must be with the company). 
Ability to meet deadlines and to concentrate and pay attention to detail for 75 percent of work time. 

. Standing and walking required for less than 10 percent of work time. 
5. Interpersonal skills necessary to lead others and to work effectively with designers. 


Working Conditions 
Normal drafting room environment. 


Disclaimer 

The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not intended to be construed as an exhaustive list of all 
responsibilities, duties and skills required of personnel so classified. 


Review/Approvals 
Name Line or Staff Management 


Name Human Resources 
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JOB DESCRIPTION FORMAT 


Job Specifications 


m Knowledge, skills, abilities and behaviors 
required 

m= Bona fide occupational qualifications 
@ Specific and realistic 
¢@ Relate to what, why and how work is done 
@ Guard against inflated specifications 
@ Requirements imposed on all employees 


@ Legal and regulatory requirements 


Job Specifications 


This section of the job description identifies the minimum job specifications required to 
perform the job. 


= Identify the knowledge, skills and abilities (KSAs), and behaviors necessary to 
perform the job competently. 


# vocational/special training, licenses 
# work experience 
Examples @ analytical/interpersonal skills 
# physical or mental abilities 
@ demonstrated competencies 


= Bona fide occupational qualifications (BFOQs) — An employer may not refuse to hire 
an individual because of his or her religion, sex or national origin unless that limitation is 
reasonably necessary to the normal operation of the employer's business. Race can 
never be a BFOQ. 


¢ Be specific and realistic to ensure defensibility 

@ Relate job specifications to what, why and how work is done 

@ Guard against inflated specifications initiated by incumbents and/or supervisors 
Qualify that the requirements are imposed on all employees equally 


@ Ensure applicable legal and regulatory requirements are met 


Note: Avoid arbitrary education and experience 


requirements which cannot be validated. 
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JOB DESCRIPTION FORMAT 


Working Conditions 


m Physical environment 
@ Adverse 


@ Hazardous 
@ Unpleasant 
= Working conditions 


# Level/intensity 


@ Frequency 


@ Duration 


Working Conditions 
= Describe the physical environment in which the work is performed: 
@ Adverse 
@ Hazardous 
¢@ Unpleasant 
= Describe working conditions in the following terms: 
@ Level/intensity 
@ Frequency 


¢ Duration 


Note: Most professional and executive job descriptions 


do not include this section because work is assumed 
to be performed under normal office conditions. 
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JOB DESCRIPTION FORMAT 


Disclaimer Statement 


m Job descriptions do not include every duty 
or responsibility that a job incumbent may 
be asked to perform 


m™ Some additional nonessential functions 
may be covered by disclaimer statements 


Disclaimer Statement 


All job descriptions should contain a disclaimer statement either in the duties and 
responsibilities section or as a separate paragraph. 


m= Use a disclaimer statement to point out that job descriptions typically do not include 
every duty or responsibility that a job incumbent may be asked to perform. 


= Some additional nonessential functions may be covered by disclaimer statements. 
Examples: 
@ “May perform other duties as assigned.” 


@ “The above statements are intended to describe the general nature and level of 
work being performed by people assigned to this job. They are not intended to 
be an exhaustive list of all responsibilities, duties and skills required of personnel 
so Classified.” 
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JOB DESCRIPTION FORMAT 


Approvals and Dates 


m@ Approvals 
@ Manager 
# HR 
m Dates 
# Indicate date of each signature 


¢ Provides an accurate record of 
review dates 


Approvals and Dates 
= Approvals 


@ Manager — The manager's approval signifies that the job description is an accurate 
representation of the job and requirements. 


@ HR-— The human resources department review indicates that the job 
has been reviewed for exemption status as well as generally accepted standards. 


= Dates 
¢ Indicate date of each signature 


¢ Including dates on the job description will provide an accurate record of the 
review dates 


GR3 @ 3.22 


© WorldatWork. All rights reserved. 


JOB DESCRIPTION FORMAT 


Format Comparison 


TITLE: Mail Distribution Clerk Job Group Category: Nonexempt 


General Summary 
Works under close supervision and performs routine clerical duties. 


Principal Duties and Responsibilities (“Essential Functions) 
1. *Collects, sorts and prepares all mail for distribution. 
2. *Logs mail machine meter readings. 
3. *Operates various mailroom machines on occasion. 


4. Performs routine messenger duties on occasion. 


Job Specifications 
1. Work requires ability to read and interpret data in order to maintain simple records. 


2. Work requires understanding of organization and location of employees, normally acquired 
through an elementary education and one to two months on-the-job training. 


3. Work requires walking or standing over 50 percent of the time. 


Working Conditions 

Lighting and temperature are adequate. Incumbent must wear ear protection against high 
noise levels 20 percent of the time during the operation of the mail machinery. 

Disclaimer 


The above information on this description has been designed to indicate the general nature 
and level of work performed by employees within this classification. It is not designed to 
contain or be interpreted as a comprehensive inventory of all duties, responsibilities and 
qualifications required of employees assigned to this job. 


Review/Approvals: 


Line or Staff Management Human Resources 
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JOB DESCRIPTION FORMAT 


Format Comparison 


Job Title Marketing Research Manager 
Organizational Location Marketing Division 
Reports To Director of Marketing 
Job Group Category Exempt 


Responsible For Marketing Analysts (2) 
Programmer (1) 
Technical Clerks (2) 
Secretary (1) 


General Summary 


Under general direction, responsible for analysis of sales records and market trends. Explores 
new markets and estimates their potential. Supplies senior management with market data for 
use in estimating market share and controlling market conditions. 


Principal Duties and Responsibilities (‘Essential Functions ) 


1. *Contacts other organizations, and industrial and marketing groups to identify customer 
needs and preferences, to estimate sales potential, to penetrate new markets, and to 
evaluate company’s current market share. 


. *Plans and supervises sales research to assess current market conditions and identify 
types and amount of available distribution systems. 


. *Evaluates sales performance and analyzes trend data and sales reports, including 
current, cancelled, and backlogged orders. 


. *Evaluates data on economic conditions for potential impact on current or future sales. 
. *Assists in sales planning and short- and long-term forecasting. 


. *Evaluates results of advertising program and communicates findings to Advertising 
Department. 


. *Supervises the sampling strategies to be used on any consumer-related research. 


. Participates in special studies conducted by industry groups or outside agencies. 


. *Hires, supervises and conducts performance appraisals for all directly assigned 
personnel. 


(Continued on next page) 
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JOB DESCRIPTION FORMAT 


(Continued from previous page) 


Job Specifications 


Knowledge 


Thorough knowledge of marketing research principles and practices, including research 
design, questionnaire construction, sampling techniques, and data analysis in order to plan 
research studies, collect data, analyze results, draw conclusions, and make recommendations 
to senior management. 


Skills and Abilities 


Ability to analyze and interpret statistical data in order to make recommendations regarding 
potential markets, distribution systems, etc. 


Ability to communicate effectively in order to write technical reports and make formal 
presentations of research findings to senior management and outside agencies. 


Ability to effectively monitor and develop subordinates to ensure smooth operation of division. 


This knowledge and these skills are normally acquired through graduate level studies at 
master’s level in such areas as marketing and business administration and three years 
experience in progressively responsible positions. 


Disclaimer 


The preceding job description has been designed to indicate the general nature and level of 
work performed by employees within this classification. It is not designed to contain or be 
interpreted as a comprehensive inventory of all duties, responsibilities and qualifications 
required of employees assigned to this job. 


Review/Approvals 


Line or Staff Management 


Human Resources 
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Job Description Preparation 


m Who should write job descriptions? 
@ Job analyst from human resources 
@ Incumbent in job/team members 
@ Supervisor of job 

m Guidelines for job descriptions 
¢ Implement after reorganization 


@ Be unbiased 


@ Kept up to date 


Job Description Preparation 

= Who should write job descriptions? 
@ Job analyst from human resources 
@ Incumbent in job/team members 
@ Supervisor of job 


= Guidelines for job descriptions — Regardless of who writes them, job descriptions 
should be: 


¢ Implemented after any planned reorganizations have actually occurred 
@ Unbiased relative to a preconceived outcome or market data 
= Kept free from hidden agendas, such as perquisite or bonus-program eligibility 


@ Kept up to date to make a proper contribution to employee compensation 
programs. 
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Exercise 


Instructions: Review this job description and make any changes you think are necessary. 


Company XYZ 
Job Description 


Job Title: Compensation Administrator Department: Effective Date: 
Human Resources 10/6/XX 


Reports to: HR Manager Working conditions: Job Group Category: 
Direct reports: Department Normal, no adverse or Exempt 
Administrative Assistant hazardous conditions 


Primary Purpose: Summary of major reason this job exists 


Handle all activities related to the company’s salary administration program, the performance 
appraisal program, and other various duties as assigned. 


Principal Duties and Responsibilities: Majority of duties performed, but not meant to be all 
inclusive or to prevent other duties from being assigned. 


Handle the company’s pay program. 

Is responsible for the salary surveys used by the company in market pricing. 
Responding to requests for information about salaries, job grades, ranges, etc. 
Prepare the monthly new hire report. 

Prepare the monthly termination report. 

Prepare the monthly transfer report. 

Recommends the proper grades for new or revised jobs on the basis of the market salary for 
those jobs. 

Review and make all necessary corrections to the reports typed by the department 
administrative assistant and oversee her production of the final copy. 

Reviews proposed salary actions for conformance to the company’s established policy. 
Prepares or revises the job descriptions as requested by supervisors/managers. 
Handle the company’s performance appraisal program. 

Other duties as assigned. 


Job Specifications: Knowledge, skills and abilities normally required for competent performance in 
the job. 


* College degree in business administration 

* 1-2 years experience in salary administration 
¢ Interpersonal skills 

¢ Writing skills 

¢ Telephone skills 

* Computer skills 


Review and Approval: Indicates review by incumbent and approval by supervisor. 


Employee: Date: 


Supervisor: Date: 
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Can You? 


m Identify the principal types of job documentation. 


m Identify and describe common uses for job 
descriptions in pay programs. 


m Describe the types of information that should be 
included in job descriptions and the importance 
of each component. 


m Identify appropriate job description formats for 
different job levels and guidelines for preparing 
effective job descriptions. 
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Module Quiz 


1. What are the principal types of job documentation? 
A. Employee handbooks and job posting data files 
B. Job analysis questionnaires, job family matrices and job descriptions 
C. Market-based and job content-based 


2. Which of the following is the most appropriate use for a job description? 
A. To assist with exit interviews 
B. To train temporary workers 
C. To evaluate job content 
D. To eliminate level cutters 


3. What would typically be included under nature of work on a job description? 
A. Knowledge, skills and abilities 
B. Effort and behaviors 
C. Duties and responsibilities 
D. Working conditions 


4. Which of the following best characterizes job descriptions? 
A. Asummary of the most important features of a job 
B. A requirement for the implementation of a pay program 
C. A universally accepted style and format 
D. A tool used to eliminate redundant positions 


5. How should duties and responsibilities be described on a standard job description? 
A. Ata 12" grade reading level 
B. In past tense and passive voice 
C. With words that have multiple meanings 
D. With generic terms rather than proprietary names 


6. What best describes a useful guideline for the development of job descriptions? 
A. They should be implemented prior to any planned reorganizations. 


B. They should be designed to achieve certain desired outcomes based on the 
developers’ impressions of the job. 


C. They should be kept up to date. 
D. They should be developed on an as-needed basis. 
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Module 4 
Market-Based Job Evaluation 


Introduction 


Market-based job evaluation has become increasingly popular as many employers look 
first to the external market to establish and benchmark their own compensation levels. 
Even those employers that use a formal job content evaluation approach will also examine 
external market data as a part of the process, although the information collected is 
supplemental, rather than the primary focus. In either case, the organization's internal job 
worth hierarchy is influenced by the value of jobs as established by the external market. 


Regardless of the job evaluation approach taken, the successful use of market data relies 
upon the techniques used to collect and analyze the data. Is the organization capable of 
collecting data on a majority of its jobs? Are the data sources reliable? Are the sources 
representative of the relevant labor markets? What is the best way to analyze and use the 
data collected? Module 4 introduces market pricing (the process of collecting and using 
market data to price jobs) and covers the options available to collect data as well as the 
methods and techniques used to analyze the data collected. 


Objectives 


By the conclusion of this module, you will be able to accomplish the following: 


1. Differentiate between job evaluation with a market data emphasis and job evaluation 
with a job content emphasis. 


2. Identify and describe the steps involved in market-based job evaluation. 
3. Identify data collection options and describe considerations related to each option. 


4. Define and explain the following: summary statistics, linear regression and 
maturity curves. 


5. Explain issues associated with survey analysis. 
6. Identify advantages and disadvantages of market pricing. 


7. Define slotting and describe some key considerations related to it. 
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Building a Base Pay Structure 


Job Evaluation 
Market Data Emphasis Job Content Emphasis 


e 


Building a Base Pay Structure 


Job analysis and documentation are followed by the process of job evaluation. There are 
two basic approaches to job evaluation: Market data and job content. The major difference 
between the two is emphasis. Regardless of which approach is taken, data collection and 
analysis is an important part of the process. 


m= Market data emphasis 
@ Job descriptions are used to match survey data. 
@ Market data are analyzed and benchmark jobs are arranged into a hierarchy. 
¢ Jobs with no market data are slotted using job content to determine relative worth. 


@ Problem areas are analyzed and discrepancies reconciled to develop the job worth 
hierarchy. 


m= Job content emphasis 
Relative value is determined between jobs based on the nature and level of work. 
# Some jobs are priced as anchor points (benchmarks). 


Problem areas are analyzed and discrepancies reconciled to develop the job worth 
hierarchy. 


This module focuses on market-based job evaluation. 
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Market Data 


m™ Reasons to collect 
@ Price jobs 


@ Analyze pay trends 

¢ Identify pay practices 

@ Establish job worth hierarchy 
= Considerations 

@ Data collection options 

@ Selection of benchmark jobs 


@ Selection of relevant labor market 


Market Data 
= Reasons to collect 


@ Price jobs — Analyze pay competitiveness by collecting information on the going 
market rate for benchmark jobs in organizations with whom the organization 
competes for human resources. 


@ Analyze pay trends — Identify year-to-year movement of salaries and cash 
compensation in the labor market. 


¢ Identify pay practices — Gather information on competitive compensation 
practices, programs, policies and procedures. 


¢ Establish a job worth hierarchy — Use market rates for benchmark jobs to 
establish a market-based job worth hierarchy. 


= Considerations 
¢ Data collection options 
@ Selection of benchmark jobs 


@ Selection of relevant labor market 
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Considerations in Data Collection — 
Data Collection Options 


m Purchase published surveys 
m= Sponsor custom third-party 
= Conduct your own 


m Free sources 


Considerations in Data Collection — Data Collection Options 


= Purchase published surveys 
# There are thousands of published surveys available for purchase. 
Purchase price varies by survey scope, type of analysis and overall sophistication of 
the final product. 
# Most survey providers give a substantial discount to survey participants. 
m= Sponsor custom third-party survey 
A third party conducts the survey to meet your needs and specifications. 
@ The third party can be a professional association, graduate students from a local 
university or a consultant. 
# In many cases, participants in a survey sponsored by an individual company pay 
nothing to receive a copy of the survey results. 
= Conduct your own survey 
@ May be a formal, comprehensive survey you design and conduct 
@ May be a quick, informal phone or fax survey for limited data 
Conducting your own survey allows you to gather data that meets your specific 
needs. 
m Free sources 
¢ Internet sources 
= Many consulting organizations have Web sites containing sample survey data. 
= Be sure the information is timely and includes adequate descriptions of the 
benchmark jobs. 
= The Bureau of Labor Statistics (www.bls.gov) offers free, downloadable 
information on salaries and wages.* 
@ Magazines, newspaper ads 
= Less likely to be used in formal market pricing efforts since they often do not 
include adequate job descriptions 


* Statistics Canada (www.statcan.ca) offers free downloadable related information for Canada and the 
provinces. 
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CONSIDERATIONS IN DATA COLLECTION 


Conducting Your Own Survey 


@ Potential for anti-trust violations 


= Consent decrees 


m= General guidelines 


= Confidentiality 


Conducting Your Own Survey 


There are significant legal issues to consider when conducting your own survey: 


= Potential for anti-trust violations — Directly exchanging pay information with 
competitors may have the appearance of price-fixing in violation of antitrust legislation. 


= Consent decrees (general guidelines) 


4 


Three-year investigation of alleged anti-trust violations among nine Salt Lake City 
hospitals and health care systems, the Utah Society for Healthcare Human 
Resource Administration and the Utah Hospital Association, resulted in 1994 
consent decrees requiring specific restrictions on the exchange of pay data. While 
these restrictions are not legally binding on other organizations, they do give 
indication of potential areas of concern. 


An additional case against Exxon and other oil and petrochemical companies is 
pending final appeals court decision. See Reference section for more information re: 
Todd vs. Exxon. 


= General guidelines 


+ 
¢ 


Utilize third parties rather than exchanging pay information directly with competitors 


Ensure there are at least five survey participants, with no individual participant’s 
data representing more than 25% of the weighted basis of a given statistic 


Survey output should be aggregated rather than showing individual company data, 
even when using codes to protect company confidentiality. 


Data should reflect historical pay information (at least three months old) rather than 
future pay intentions. 


= Confidentiality of the data of all participating companies must be maintained. 
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CONSIDERATIONS IN DATA COLLECTION 


Decision Factors 


= Cost 
= Time 
@ Reliability 
m@ Availability 


= Data format 


Decision Factors 


Many factors will help in the decision regarding which data collection option to use. 

The final decision will probably be based on a number of trade-offs that need to be made. 
The custom third party may be a higher cost, but to conduct your own survey will mean 

a higher investment of time. However, the data from these two approaches should be more 
reliable, include better statistical analysis and be better focused on the appropriate market. 


= Cost -— Does the survey provide enough benefit to justify the expense? 


= Time —How much time will it take to gather survey data? How quickly must survey data 
be obtained and analyzed? 


= Reliability — Is the survey sponsor reputable? Has data been verified for accuracy? 
m Availability — Is current data available in time to meet the organization’s needs? 


Data format — Is data formatted to provide specific information? Are data reported by 
industry, by geographic area, number of employees? 
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CONSIDERATIONS IN DATA COLLECTION 


Decision Factors 
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CONSIDERATIONS IN DATA COLLECTION 


Benchmark Jobs 


Job used for making pay comparisons 


Resemble other jobs in the market 


Selection 


@ Easily defined and found in other organizations 
@ Representative of all organizational levels 
¢ Important to organization’s internal hierarchy 


@ Established job with multiple incumbents 


50% of jobs should be benchmarked 


Benchmark Jobs 


m A benchmark job is used for making pay comparisons to develop or validate a job 
worth hierarchy. 


m Benchmark jobs are internal jobs that can serve as market anchor points because they 
closely resemble jobs performed in other organizations or industries (at least 70% 
match of duties). 


= When selecting benchmark jobs, choose jobs that are: 
¢ Easily defined and found in other organizations important to your organization 


@ Representative of all levels of the organization; spread from top to bottom and 
across all functions 


¢ Important to the organization’s internal hierarchy; ensure that core business 
employees are represented fairly 


¢ Established jobs with multiple incumbents in the organization. 


= At least 50% of jobs in the organization should be benchmarked when using the 
market-based job evaluation method. 
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CONSIDERATIONS IN DATA COLLECTION 


Relevant Labor Markets 


m Employee sources and destinations 
@ Industry 
@ Organization size 


@ Geographic location 


= Markets differ by job group 


Relevant Labor Markets 


It is important to have a clear understanding of the relevant labor markets to 
select and/or participate in the right surveys. 


= Employee sources and destinations — The relevant labor market can be described as 
the market(s) from which the organization draws its employees and/or the market(s) to 
which it loses employees. Labor markets are generally defined in terms of: 


@ Industry 
# Organization size 
@ Geographic location. 


= Markets typically differ by job groups, as shown on the following page. 
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CONSIDERATIONS IN DATA COLLECTION 


Sample Labor Market — 
Large Pharmaceutical Firm 


Top Administrative / Clencal 
Management Professional 
= General |__| = General LP enerel 
= Pharmaceutical = Pharmaceutical an 
21-4 Billion c— o@ All Sizes m— se All Sizes 
a National =. Regional —— m= Local 
= Local 


Sample Labor Market — Large Pharmaceutical Firm 


This chart shows an example of the types of labor markets that might be identified for three 
job groups in a pharmaceutical firm with annual sales of 2 billion. 


GR3 @ 4.11 


© WorldatWork. All rights reserved. 


Survey Formats 


= Summary statistics 
m@ Linear regression 


m= Maturity curves 


Survey Formats 
The following pages show examples of several types of survey formats. 
= Summary statistics (Exhibit | and Il) 

@ A majority of surveys are reported in this format. 


@ Mean (or average) — measure of central tendency; the average value of all data 
collected 


@ Median — the middle value in a set of ranked data, also measures central tendency 


# Percentiles — Measures of variability and dispersion of the data, defines the value 
below which a percentage of the data falls. For example, if a survey shows 60,000 
at the 75" percentile, then 75% of survey respondents pay below 60,000 and 25% 
pay above 60,000. 


m= Linear regression (Exhibit Ill) 
# Simple regression — only one independent variable 


= For example, an HR executive salary increases, based on the number of 
employees in the organization. 


@ May also be used to establish base pay line 
= Maturity curves (Exhibit IV) 
¢ Illustrates value of time or experience in a career or profession 
@ Degree attained (which discipline, what level of degree) 
@ Nature of work performed (supervisory, individual contributor, etc.) 
@ Time elapsed since last degree earned 


@ Maturity curves are common in the fields of engineering, law, education, aviation 
(within the broad parameters of pilot, co-pilot and flight engineer) and research. 
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SURVEY FORMATS 


Exhibit |— Summary Statistics 
Job Title: Marketing Manager 


Position description 


Works with marketing staff to ensure that internal customer issues and marketing requests 
are met. Coordinates materials to ensure company objectives and philosophies are met 
through all direct and indirect communications. Develops and implements marketing 
processes and all operational improvements. Manages staff and department budgets 

as required. 


Total Salary Compensation 


Compensation data reported in thousands of dollars 


Company Number of | Number of 25th 75th 
Analysis Firms Incumbents | Percentile Median Average Percentile 
102.1 123.9 135.2 149.6 
ieument 280 101.6 125.7 137.8 151.2 
Weighted Salary : 
108.5 128.4 139.3 162.4 
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SURVEY FORMATS 


Exhibit Ill — Simple Linear Regression 
Human Resources Management Executive 
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Exhibit Ill — Simple Linear Regression 


For purposes of pay analysis, simple linear regression shows the relationship between an 
independent variable such as number of employees, and a dependent variable such as 
base salary or total compensation. For scope-sensitive jobs such as management, there is 
typically a strong correlation between company size and pay levels. The formula for simple 
linear regression is y = a + bx. 

When the data is entered into the regression formula, the resulting equation can be used to 
predict pay levels for jobs at various points along the line of best fit. For example, in this 
model the predicted pay level would be approximately 100,000 for an HR Management 
Executive in a company with 500 employees. 


The components of the formula above are: 
y = dependent variable 


a=y - intercept 
b = slope 
x = independent variable 
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SURVEY FORMATS 


Exhibit IV — Maturity Curves 
Nonsupervisory Engineers 
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Exhibit IV — Maturity Curves 


Maturity curves represent pay for time in a career or profession, not in a job or 
organization. Job content is not an issue. 


This page shows the relationship between annual salary and years from first bachelor’s 
degree for nonsupervisory engineers. The specific level within the engineering job family 
is not a factor. 


For example, in this model, the predicted pay level would be approximately 60,000 for a 
nonsupervisory engineer with five years since his or her first bachelor’s degree. 
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Survey Analysis Issues 


m™ Multiple survey sources vs. single source 


m Measuring central tendency 
m Aging data 
m= Market rate composite 


m= Market index of competitiveness 


Survey Analysis Issues 


The next few pages address a number of issues and questions that must be considered 
when analyzing survey data. 


= Multiple survey sources versus single survey source 


@ It generally is a good idea to use multiple survey sources to price a job. However, 
a reliable single source can be sufficient in determining the market rate for a job. 


= A job pricing worksheet is an effective tool to use when compiling data from 
multiple survey sources. (See sample on page 4.23.) 


= Options for measuring central tendency 


@ What's the best measure of a job’s “going market rate”? 
m Aging data 


@ How can the data from multiple surveys be combined to reflect a common point 
in time? 


= Market rate composite 


@ How can the data from multiple surveys be combined to reflect the actual “going 
market rate”? 


= Developing market index of competitiveness 


@ How can the organization's overall pay competitiveness be analyzed? 


GR3 = 4.17 


© WorldatWork. All rights reserved. 


SURVEY ANALYSIS ISSUES 


Options for 
Measuring Central Tendency 


m Unweighted average 
m= Weighted average 


@ Median 


Options for Measuring Central Tendency 


Most surveys provide multiple measures of central tendency. The “best” one to use 
depends on which question you want to answer: 


= Unweighted (simple) average 
¢ Gives equal weight to every organization represented in the data 
@ Answers the question: “On average, what are companies paying for this job?” 


Company | No. ofIncumbents | Average Salary 
A 15 25,000 
B 20 18,500 
Cc 30 20,000 
Unweighted Avg. 21,167 


= Weighted average 
@ Gives equal weight to every salary represented in the data 
@ Answers the question: “On average, what are incumbents in this job paid?” 


No. of Weighted Avg. 
Company | Incumbents | Average Salary Calculation 
A 15 25,000 375,000 
B 20 18,500 370,000 
C 30 20,000 600,000 
Totals 65 1,345,000 
Weighted Avg. 20,692 


er ee abs ee 
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Options for Measuring Central Tendency ...cont’d 


= Median 
@ Identifies the middle rate in the data set 
@ Answers the question: “What is the middle salary in a set of ranked salaries?” 


No. of Average 
Company | Incumbents Salary 


A 15 25,000 
B 20 18,500 
Cc 30 20,000 
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SURVEY ANALYSIS ISSUES 


Aging Data to a 
Common Point in Time 


m Determine annual aging factor 
m Determine starting date for aging data 


= Example 


Number of Months to Age 
12 Months 


x Annual Aging Factor 
= Survey Aging Factor 


Aging Data to a Common Point in Time 


m= Determine annual aging factor (rate at which market rates are increasing) 
# WorldatWork Salary Budget Survey 


# Local, regional, national, industry surveys of past and projected salary and 
structure movement 


= Determine starting date for aging data 
¢ Date of pricing, effective date for new salary structure, etc. 
@ Lead, lag or lead/lag philosophy 

m= Example 


Apply annual aging factor to estimate current compensation levels. 

For example: survey data as of Jan. 1 to be brought to current compensation 
level as of Sept. 1. Annual aging factor is 4% based on salary increase trends 
(WorldatWork annual survey). 


Number of Months to Age 
12 months 
8 Months 
12 Months 


x Annual Aging Factor = Survey Aging Factor 


= ¥, x 4% = 2.7% Survey Aging Factor 


Multiply survey data by 1.027 to bring data to Sept. 1. 
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SURVEY ANALYSIS ISSUES 


Determining Market Rate Composite 


m Unweighted average 


m Weighted average 
@ Number of incumbents 
# Number of companies 
@ Survey 


# Survey scope 


Determining Market Rate Composite 


The market rate composite for a job is the prevailing rate for that job in the labor market. 
It is also known as the “market rate” or “going rate” for the job. There are as many ways 
of determining the market rate for a job as there are compensation philosophies. While 
many variations exist, every method will either weight all data equally or will weight some 
data more heavily than other data. 


= An unweighted (simple) average may be used by taking the average of all 
data points. 


Example of simple average: 


No. of No. of 
Survey Companies | Incumbents | Base Salary 
1 56 60 47,500 
2 47 55 53,100 
3 33 35 55,400 
Totals 156,000 
Simple Average 52,000 
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SURVEY ANALYSIS ISSUES 


Determining Market Rate Composite ...cont’d 


= A weighted average may be used when the compensation philosophy dictates 
considering some data more heavily based on certain criteria. 


@ Number of incumbents may be used when heavy consideration is given to what 
the average job incumbent is paid. 


@ Number of companies may be used when heavy consideration is given to what 
other companies are paying for the job. 


¢ A particular survey may be weighted more heavily if it includes many companies 
in the competitive labor market. 


@ Survey scope (i.e., geographic region, annual revenue, or number of 
employees) may be considered when limited surveys are available 
(i.e., geographic area is more relevant than number of employees in the 
same Survey). 


Example of a weighted average (weighted by number of incumbents): 


No. of No. of Weighted Avg. 
Survey Companies | Incumbents | Base Salary Calculation 
1 56 60 47,500 2,850,000 
2 47 55 53,100 2,920,500 
3 33 35 55,400 1,939,000 
Totals 150 7,709,500 
Weighted Average 51,397 
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SURVEY ANALYSIS ISSUES 


Market Index of Competitiveness 


Company Average Salary 


Market Index = 
Market Average Salary 


Market Index of Competitiveness 


Review the four job listings and their market index figures in the table above. Notice how 
the market average salary was compared to the company average salary in order to 
calculate the market index. Use this information to answer the following questions: 


1. Which job is most underpaid relative to market? 


2. What else do you notice about overall company average salary versus market average 
salary? 


3. What is the overall market index for all jobs? 
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SURVEY ANALYSIS ISSUES 


oxerise @ Director of Public Relations 


m Three survey sources 


m Recommend adjustments 


m Use worksheet provided 


Exercise 


You have received a call from the CEO who wants your recommendations concerning the 
remuneration level of the Director of Public Relations. The company has always used the 
three survey sources included in this exercise. Using any or all of the surveys, you are to 
develop a recommendation for adjustments, if any, to the current remuneration program for 
the Director of Public Relations. You should assume that all data are current for this 
exercise and that jobs are a good match. Use the worksheet on page 4.27 to record your 
findings and develop recommendations for the CEO. 


Company Data 


Director of Public Relations — Organizes and directs public relations policies and programs 
to develop and maintain public, employee and stockholder interest, understanding and 
goodwill toward the organization. Establishes policies regarding dissemination of public, 
employee and stockholder information. 


m Industry Retail 
m Annual sales 650 million 
= Total employees 5,000 
m Employees supervised 10 
m= Current compensation data: 
— Base salary 115,000 
— Annual incentive award 25,000 


(most recent plan year) 
- Total cash compensation 140,000 


Assume that the data provided in the surveys will be equally weighted and does not 


require aging. 
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SURVEY ANALYSIS ISSUES — EXERCISE 


Survey 1 
Top Public Relations Executive 


Position description 


Responsible for administering the organization’s PR program including public, employee 
and stockholder information. Chief responsibility is to increase internal/external 
understanding of the organizations’ achievements. 


Total Cash Compensation (Salary and Annual Incentive) 


Companies 
Paying a Bonus Total Cash 
(77% of all Average Compensation | Total Cash 
Annual Direct incumbent Base Target | (bonus paying | Compensation 
Revenue | Reports Salary Bonus | companies only) | (all companies) 
Under 500M A) 91,800 28,600 118,700 113,000 
500M -1B 126,000 38,000 165,000 151,000 
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SURVEY ANALYSIS ISSUES — EXERCISE 


Survey 2 


Top Public Relations Executive 


Position description 


Develops, implements and coordinates policies and programs related to communication with 
the public, employees and stockholders. 


Total Cash 


Base Base Compensation 
Salary Salary (bonus eligible 
Gross Base Salary (bonus (non-bonu and non-bonus 
Revenue (bonus eligible and non-bonus eligible) eligible) ! eligible) Bonus eligible) 
Incumbent 25th 75th Incumbent | Incumbent | Incumbent 
Mean percentile | Median | Percentile Mean Mean Mean Incumbent Mean 
100M —500M 94.9 73.1 89.4 103.7 90.8 99.4 18.2 105.8 
4 
500M — 1B 111.0 112.6 134.4 108.8 116.2 31.8 131.2 
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SURVEY ANALYSIS ISSUES — EXERCISE 


Survey 3 


No job summary is required for this survey. The regression analysis is completed on base 
pay and total annual revenue for the top PR executive. 


The regression formula data collected a base salary and total revenue for your select group 
of 35 competitor organizations. All organizations submit average pay for each job and total 
revenue for the organization unit. The survey company then regresses pay and annual 
revenue to develop the following formula: 


y = a + bx (where x = annual revenue in millions) 
y = 15,800 + 170(x) 


r2 (coefficient of determination) = .84 


Total annual revenue for your company is 650 million. 

This results in predicted base pay as follows: y = 15,800 + 170(650) 
y = 15,800 + 110,500 
y = 126,300 


Annual incentive practices for these 35 organizations are as follows: 


Average Incentive (last 3 years) = 20% of Base Pay 
15% of Base Pay 


Last Year Incentive 
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Market-Based 
Job Evaluation Method 


. Slot the remaining jobs 


Market-Based Job Evaluation Method 
These are the basic steps involved in building a job worth hierarchy using market data: 
Step 1 Analyze and document job content 


Job content needs to be analyzed and documented, just as with other job 
evaluation methods. However, job documentation may not need to be as 
comprehensive. 


Step 2 Collect market data for benchmark jobs 
Collect survey data on at least 50% of jobs. 
Step 3 Develop a structure of midpoints based on market data 


Most organizations establish job grades and salary ranges to administer pay. 
From the market data collected, develop a set of salary range midpoints which 
reflect the organization’s pay policy relative to the market. Typically these are 
established from the lowest to highest jobs in the data set. 


Step 4 Assign priced jobs to the structure based on market-to-midpoint 
comparisons 


Each priced job is assigned to the grade with a midpoint closest to the market 
rate for that job. 


Step 5 Slot the remaining jobs into the structure 


Once all the priced jobs have been assigned to the structure, the remaining jobs 
are assigned to a grade using the slotting method. 


# Compare nonpriced jobs to those priced into the structure 


@ Assign each job to a grade containing other jobs which appear to be of 
similar overall worth 


Note: Steps 3 and 4 are further explained in WorldatWork Course C4. 
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Slotting 


= Definition 
@ Places a job into a pre-existing structure 


¢ Compares job to those in existing grades 


m Key considerations 
@ Relative value to jobs within the job family 
@ Relative value to jobs in other functions 


¢ Distance between supervisor and 
subordinate jobs 


Slotting 
= Definition 


# Slotting involves placing a job into a category, classification or any other class 
defined by a job evaluation system. Slotting involves the comparison of a job to one 
or more jobs in an already-established hierarchy on the basis of perceived job value. 


m Key considerations — When market data are not available for a specific job, companies 
will typically slot the job. Define the criteria for comparing jobs (typically skill, effort, 
responsibilities and working conditions). There are three considerations when slotting a 
job using market-based job evaluation. 


@ Consider the value relative to other jobs within the job family or function. 


= Look at other jobs in the job family — for example, a receptionist job in the 
generic clerical job family may be slotted below a secretary’s job. 


= Ensure appropriate distance between jobs of the same job family 
(e.g., 7% to 10% for nonexempt jobs, 12% to 15% for exempt jobs). 


# Consider the value relative to jobs in other functions. 


= Look horizontally at other functional areas (e.g., an accounting clerk job may be 
appropriately slotted above the receptionist job). 


¢ Ensure appropriate distance between supervisor and subordinate jobs 
(e.g., 15% to 20%). 


= Consider reporting relationships when job slotting 


GR3 g 4.33 


© WorldatWork. All rights reserved. 


Exercise 
Market Pricing and Slotting 


Your company has recently been acquired by a larger organization. They have given you 
the following base pay structure to use for all pay decisions. 


Pay Grade Midpoint 
1K 4 81,000 
16 70,000 
15 61,000 
14 53,000 


13 46,000 
12 40,000 
11 35,000 
10 30,000 
9 26,000 
8 23,000 


1. You have conducted a competitive analysis on the following benchmark jobs and 
have determined their market rate. Determine which pay grade these jobs should be 


placed in. 

Job Market Rate Pay Grade 
Information Services Manager 69,200 
Financial Services Manager 63,900 
Senior Programmer Analyst 49,100 
Associate Programmer Analyst 34,500 
Senior Accountant 42,800 
Project Accountant 47,300 
Accountant 37,500 
Senior Administrative Assistant 26,400 
Administrative Assistant 23,900 


2. Reliable survey information was not available for the following jobs. Based on the 
organizational chart and job descriptions, slot the following jobs into the pay structure. 


Jobs Grade 


Division Manager 
Programmer Analyst 
Associate Accountant 
Executive Assistant 
HR Representative 
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Organizational Chart 


Division Manager 


Executive Assistant 


: Information Financial Human Resources 
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Services Manager Services Manager Representative 
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Sr. Project 
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Associate 
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Administrative 
Assistant 


GR3 @ 4.35 


© WorldatWork. All rights reserved. 


Summary Job Descriptions 


Information Services 


Manager 


Leads a client group providing Information Services’ business consulting services to one or 
more company functions, such as finance, manufacturing, sales, human resources, etc. 


Sr. Programmer Analyst (Consultant Level) 


Project leader on Information Services’ business consulting services, including scoping, 
planning, documentation and direction of internal and external resources. Typically leads 
multiple projects concurrently. 


Programmer Analyst (Intermediate/Career Level) 


Interprets scope and plan information to develop information systems solutions to meet 
client needs. 


Associate Programmer Analyst (Entry/Intermediate Level) 


Works within specific applications, creating segments of larger information systems 
solutions. Escalates logic and integration issues as needed. 


Financial Services 


Manager 


Leads the Financial Services team of the division in reporting periodic financial/accounting 
data indicating division financial performance. Member of the company’s budget 
development team. 


Sr. Accountant (Team Leader) 


Responsible for all accounting transactions in assigned area (payables or receivables), 
including final input to company’s general ledger. 


Accountant (Team Member) 


Records all accounting transactions and runs reports for assigned area (payables or 
receivables), such as receivables aging, vendor lists, etc. 
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Summary Job Descriptions ...cont'd 


Financial Services .. contd 


Associate Accountant (Trainee Team Member) 


Learns company accounting systems in assigned area. Escalates all unusual recording 
transactions to the Sr. Accountant. 


Project Accountant 


Performs full range of accounting services for special projects. 


Administrative Support 
Executive Assistant 


Maintains schedules and travel, and prepares documents (word processing, 
spreadsheet, presentation graphics) for assigned executive. May provide leadership 
within the division for the Administrative Services Team. 


Sr. Administrative Assistant 


Maintains schedules and travel, and prepares documents (word processing, 
spreadsheet, presentation graphics) for assigned manager and staff. Typically serves up 
to 20 staff employees. 


Administrative Assistant 


Maintains schedules and travel, and prepares documents (word processing, 
spreadsheet, presentation graphics) for assigned manager and staff. Typically serves up 
to 10 staff employees. 
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Market Pricing 


Advantages 


= Simple to administer 
m Easy to explain 
= Not time-consuming 


= Responsive to the market 


Disadvantages 


m May be difficult to obtain 
sufficient data 


m= Any market inequities 
are built in 


= Not defensible on 
job content basis 


= May be out of sync 
with internal equity 
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Can You? 


m Differentiate between job evaluation with a market data 
emphasis and job evaluation with a job content emphasis. 


m™ Identify and describe the steps involved in market-based 
job evaluation. 


m= Identify data collection options and describe 
considerations related to each option. 


m= Define and explain the following: summary statistics, 
linear regression and maturity curves. 


Explain issues associated with survey analysis. 
Identify advantages and disadvantages of market pricing. 


Define s/otting and describe some key considerations 
related to it. 
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Module Quiz 


1. Which of the following statements is most accurate regarding the market-based job 
evaluation method? 


A. The relative value of jobs is determined primarily by the nature and 
level of work. 


B. The emphasis for evaluating jobs is based on the internal value of the different jobs 
within the organization. 


C. Jobs may be slotted using job content if there is insufficient market data. 


2. Under a market-based job evaluation approach, benchmark data should be collected on 
a minimum of what percentage of jobs? 


A. 25% 
B. 50% 
C. 75% 
D. 100% 


3. Which of the following best describes the relevant labor markets in which organizations 
compete for employees? 


A. They differ by job groups/levels. 
B. They are limited to the local market of operations. 


C. They are usually defined in terms of organization type 
(e.g., nonprofit, privately owned, corporation). 


4. What is indicated by a market index of competitiveness figure of 1.0? 
A. The company average salary is 1% above market. 
B. The company average salary is 1% below market. 
C. The company average salary is at market. 
D. The company average salary is in the 10" percentile of market. 


5. What best describes a disadvantage of market pricing? 
A. Any market inequities are built in. 
B. It is difficult to explain to employees. 
C. It is administratively complex and time-consuming. 
D. It is not responsive to the relevant labor markets. 
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Module Quiz ...cont’d 


6. After a preliminary job worth hierarchy has been developed, how are nonpriced jobs 
slotted into the structure? 


A. Based on the current salaries of incumbents 

B. Based on value relative to other jobs in the structure 

C. Based on the judgment of supervisors to whom the jobs report 
D. Based on the structures of competitors in similar industries 
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Module 5 
Nonquantitative Job Evaluation Methods 


Introduction 


Job content-based job evaluation is a systematic approach designed to help establish the 
relative value of jobs within a specific organization. The focus of job content evaluation, as 
the name implies, is on the actual content of the job. Job content can be evaluated using 
specific, quantifiable measures of job value (quantitative methods) or by other means 
where no attempt is made to obtain quantitative measure of job value (nonquantitative 
methods). Module 5 addresses two methods of nonquantitative job evaluation — ranking 
and classification. 


Objectives 


By the conclusion of this module, you will be able to accomplish the following: 
1. Identify the two nonquantitative job evaluation methods. 


2. Define ranking and describe the two types of ranking, the steps involved and its 
advantages and disadvantages. 


3. Define classification and describe the steps involved and its advantages and 
disadvantages. 
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Modules 5 and 6 will focus on the job content emphasis methods of job evaluation. 
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Job Content Evaluation Methods 


There are four primary methods of job content evaluation — ranking, classification, 
job component and point factor. These methods are grouped into two categories — 
nonquantitative, or whole-job, methods and quantitative, or factor, methods. 


Nonquantitative methods do not produce a precise numerical score. They are also 
called whole-job methods because they view the job globally in terms of its importance 
to the company. 


The quantitative methods are covered in Module 6. They are called factor methods 
because they examine the importance of jobs in terms of compensable factors. 
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Ranking Method 


= Simplest form of job evaluation 
m= Two types: 
1. Simple ranking 


2. Paired-comparison ranking 


Ranking Method 


= Ranking is the simplest form of job evaluation. The process involves a whole-job, 
job-to-job comparison, resulting in an ordering of jobs from highest to lowest. Ranking 
only gives an indication of order. It does not reveal anything about the relative degree 
of distance between jobs. 


= Two types of ranking 
1. Simple ranking 


2. Paired-comparison 
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RANKING METHOD 


Simple Ranking 


>» Rank order jobs within 
~ the set 

High to low 

¢ Low to high 

¢ Both ends to middle 


Simple Ranking 


With simple ranking, identify the most important and least important jobs in the job set 
(a selected group of jobs). This creates a job worth hierarchy. 


For example, in a small company with only 20 jobs, all the jobs may be the job set, and 
could be ranked all at once. However, if there were 60 jobs, it may be necessary to break 
the ranking into job sets, such as management jobs, professional jobs and administrative 
jobs. Sets could be created by functional areas or broken into sets by exempt or 
nonexempt. The job sets depend both on the number of jobs to be ranked and on what 
seems to make logical sense for the company. 
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RANKING METHOD 


Paired-Comparison Approach 


m Ranking a large number of jobs 


m Compare every job to every other job 


m Job hierarchy developed by number 
of times selected 


Paired-Comparison Approach 


= Paired-comparison ranking is more effective than simple ranking when evaluating 
a larger number of jobs. 


@ When a large number of jobs are involved and it’s conceptually too difficult to 
conduct a simple ranking, paired-comparison can be a useful alternative. 


= Compare every job to every other job. 
@ Each job is individually compared to every other job. 
@ The job of most value from each pairing is noted. 
= Job hierarchy is developed based on the number of times a job is selected. 


@ Itis likely and acceptable that some jobs may have the same ranking. 
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RANKING METHOD 


Paired-Comparison Ranking Approach 


ace Determine number of pairs required 


Compare each pair and 
“am select the stronger job 


cE 


“» Determine the number of 
STEP “x times each job was selected 


Rank order the jobs 


Paired-Comparison Ranking Approach 


The paired-comparison approach is more complex than simple ranking. Paired-comparison 
involves four steps, as described above and on the following pages. 
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RANKING METHOD 


Paired-Comparison 
Ranking Approach ...cont'd 


Determine number of pairs required 


Number of pairs = nla 


N = Number of jobs to be ranked 


Paired-Comparison Ranking Approach ...cont’d 


Step 1 Determine the number of pairs required for the set of jobs to be ranked. 
For example, when comparing jobs J, K, L, M and O, the following formula 
would apply: 


5 (5-1) 


Number of pairs = 


Number of pairs = 10 
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RANKING METHOD 


Paired-Comparison 
Ranking Approach ...cont'd 


“"» Compare each pair and select 


STEP @e8 the stronger job 


Selection Selection 


J K 


L 
J 
J 
L 


GR3 m 5.10 


© WorldatWork. All rights reserved. 


RANKING METHOD 


Paired-Comparison 
Ranking Approach ...cont'd 


» Determine the Frequency 
STEP “x” number of times each 
job was selected 


en A | Rank order the jobs 


J 
Job J 
Job K 
Job M 
J 


Paired-Comparison Ranking Approach ...cont’d 
The resulting job worth hierarchy is: 

Job L 

Job J 

Job K 

Job M 

Job O 
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RANKING METHOD 


Rank seven jobs 


=" 


eS Ol ee es 


Exercise 
Directions 


Please rank the seven jobs (found behind the job description tab at the end of this module) 
in order of their value to the company. The job which is worth most should be ranked first; 
the job which is worth least should be ranked seventh. 


No ties are allowed for this exercise. 
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RANKING METHOD 


Ranking Method 


Advantages Disadvantages 


Simple to administer Inconsistent; different 


: judgment criteria 
Inexpensive 


No detail 


Quickly implemented 


; ao May be superficial 
Little training required 


Incumbent influence 


Ranking Method 
= Advantages 
¢ Simple to administer 
@ Inexpensive 
¢ Quickly implemented 
¢ Little training required 
= Disadvantages 
¢ Inconsistency; evaluators bring different judgment criteria to the table. 
@ No detail/documentation to justify evaluation internally or to third parties. 
@ May be superficial if important aspects of the job are not considered. 


@ Incumbent characteristics, performance or salary may unduly influence evaluation. 


GR3 @ 5.13 


© WorldatWork. All rights reserved. 


Classification Method 


m Whole-job basis 
m Predefined class descriptions 
= Classification which best describes job 


m Used in public sector 


Classification Method 

m The classification method compares jobs on a whole-job basis. 

= Predefined class descriptions are established for a series of job grades. 
m A job is placed in the classification which best describes it. 


m This method is frequently used in the public sector. 
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CLASSIFICATION METHOD 


Classification Method 


P 4 Develop preliminary 
STEP “generic definitions 


a : — 
step hel Compare jobs to definitions 


©®* Assign remaining jobs 
°“~ to classification levels 


Classification Method 


Step 1 
Step 2 


Step 3 


Step 4 


Step 5 


Analyze and document job content. 


Identify and cluster benchmark jobs that appear to be similar in terms of their 
nature, scope or level. 


Develop preliminary generic definitions for each cluster to form classification 
levels (grades). 


Compare benchmark job descriptions to preliminary classification definitions and 
modify definitions if necessary. 


Assign all remaining jobs to classification levels (grades) that most closely match 
the nature and level of work performed. 


A sample resulting job worth hierarchy is shown on the following page. 


GR3 @ 5.15 


© WorldatWork. All rights reserved. 


CLASSIFICATION METHOD 


Example — Job Worth Hierarchy 


Jobs Assigned to Grades 


Classification Definitions 


Production | Administration 


Under immediate supervision; little or no 
latitude/independent judgment; simplest 
routine work 


General Clerk | 
Maintenance 
Worker 


Under immediate supervision; limited 
latitude/independent judgment; routine work 
requiring some training or experience 


Parts Handler Clerk II 
Admin. Asst. | 


Under immediate or general supervision; 
exercise of some judgment in accordance 
with well-established policies, procedures 
and techniques; somewhat difficult work 
requiring some training or experience and 
working knowledge of a special subject 
matter 


Assembler Admin. Asst. II 


Under immediate or general supervision; 
exercise of independent judgment in 
accordance with well-established policies, 
procedures and techniques; moderately 
difficult and responsible work requiring 
moderate amount of training, a good working 
knowledge of a special subject matter 


Clerk 
Unit Leader 


Under general supervision; exercise of 
independent judgment in a limited field, 
difficult and responsible work requiring 
considerable training and experience, broad 
working knowledge of a special subject 
matter 


Under general supervision; exercise of 
considerable independent judgment; difficult 
and responsible work in a professional, 
scientific or technical field requiring 
considerable training and experience, broad 
working knowledge of a special and complex 
subject matter (or principles of profession, 
art or science involved) 


GR3 mg 5.16 


© WorldatWork. All rights reserved. 


Production 
Supervisor 


CLASSIFICATION METHOD 


Determine Job Worth Hierarchy 


exercise _ 


Instructions: 


m= Assign jobs from the Job Descriptions 
tab into one of the six given 
Classifications 


m Base assignments on best match 
to classification definition 


m Use worksheet that follows 
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CLASSIFICATION METHOD 


Exercise Worksheet 


Grade Classification Definitions Job Titles 


1 Under immediate supervision; little or no latitude/ 
independent judgment; simplest routine work 


2 Under immediate supervision; limited 
latitude/independent judgment; routine work 
requiring some training or experience 


3 Under immediate or general supervision; exercise 
of some judgment in accordance with well- 
established policies, procedures and techniques; 
somewhat difficult work requiring some training or 
experience and working knowledge of a special 
subject matter 


4 Under immediate or general supervision; exercise 
of independent judgment in accordance with well- 
established policies, procedures and techniques; 
moderately difficult and responsible work 
requiring moderate amount of training, a good 
working knowledge of a special subject matter 


5 Under general supervision; exercise of 
independent judgment in a limited field, difficult 
and responsible work requiring considerable 
training and experience, broad working 
knowledge of a special subject matter 


6 Under general supervision; exercise of 
considerable independent judgment; difficult and 
responsible work in a professional, scientific or 
technical field requiring considerable training and 
experience, broad working knowledge of a 
special and complex subject matter (or principles 
of profession, art or science involved) 
al 
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CLASSIFICATION METHOD 


Classification Method 


Advantages 


Disadvantages 


Simple to administer = Jobs may be forced 
Inexpensive into classifications 
that may not fit. 


Quickly implemented we 
= Descriptions can 


Little training required be inflated to fit 
a Classification. 


Evaluation reference 
points defined 


Classification Method 
= Advantages 
@ Simple to administer 
@ Inexpensive 
# Quickly implemented 
¢ Little training required 
@ Evaluation reference points defined 
= Disadvantages 
@ Jobs may be forced into classifications that may not fit. 


@ Descriptions can be inflated (or deflated) to fit a classification. 
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Can You? 


m Identify the two nonquantitative job 
evaluation methods. 


m™ Define ranking and describe the two 
types of ranking, the steps involved and 
its advantages and disadvantages. 


m™ Define classification and describe the 
steps involved and its advantages and 
disadvantages. 
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Module Quiz 


1. What are the two nonquantitative job evaluation methods? 
A. Ranking and classification 
B. Job component and point factor 
C. Market-based and job content 


2. Which of the following best describes the ranking method of job content evaluation? 
A. It ranks jobs based on the level of complexity of the work. 
B. It requires a high degree of technical knowledge of the job. 
C. It is a whole-job rather than a factor-based job evaluation method. 
D. It is difficult and expensive to implement. 


3. When would the paired-comparison approach be preferred over the simple ranking 
approach? 


A. When evaluating a larger number of jobs 

B. When there is a need for accurate market data 

C. When the cost of simple ranking becomes prohibitive 
D. When there is insufficient information on job content 


4. What is one of the steps in the classification method of job content evaluation? 
A. Listing all jobs in order from highest to lowest value 


B. Matching jobs to other jobs in the market and developing grades based on 
market value 


C. Identifying and clustering benchmark jobs that appear to be similar 


5. What is one of the advantages of the classification method? 
A. It is relatively simple and inexpensive. 
B. It is easy to place jobs into each classification. 
C. It is unlikely that job descriptions will be inflated to fit classifications. 
D. It is useful for organizations with numerous, widely diverse job families. 
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(blank) 
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Quantitative 
Job Evaluation 
Methods 


Wortdatwor BD 
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Module 6 
Quantitative Job Evaluation Methods 


Introduction 


Two major objectives of job evaluation are to develop internal standards of comparison 
and to measure relative job values within the organization. For many organizations, the 
relative value of jobs internally is just as important as external competitiveness. This may 
be based on the organization’s compensation philosophy or on a compensation strategy 
that seeks to ensure that employees feel they are being compensated fairly in relation to 
their peers, both internal and external. 


Module 5 introduced job content evaluation with a look at nonquantitative methods. 
Module 6 covers two quantitative methods — job component and point factor. These 
methods are quantitative because they use points or monetary units to determine a 
numerical score for each job. 


When conducting a quantitative job evaluation, it is important to ensure that the factors 
selected to determine job value do not discriminate against a specific group or protected 
class. Additionally, it is important to balance the complexity and/or flexibility of a given 
method against the needs of the organization. Module 6 covers the process of selecting 
compensable factors as well as the steps involved in carrying out the alternative forms of 
quantitative job evaluation. 


Objectives 


By the conclusion of this module, you will be able to accomplish the following: 
1. Identify the two quantitative job evaluation methods. 


2. Define the terminology associated with compensable factors and describe the process 
involved in selecting, defining and weighting them. 


3. Name the generic compensable factor groups and identify commonly used evaluation 
factors for each. 


4. Explain the job component method, the steps involved and its advantages and 
disadvantages. 


5. Explain the point factor method, the steps involved and its advantages and 
disadvantages. 
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Job Content Evaluation Methods 


jonquantitative Quantitative 
Q ole Job or Factor 


Job Point 
Component Factor 


Job Content Evaluation Methods 


We will be discussing quantitative methods for the remainder of this module. The major 
difference between nonquantitative and quantitative job evaluation is that the quantitative 
method assigns a specific total point score to each job being evaluated. 


The total point score is derived from the calculation and weighting of compensable factors. 
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Compensable Factors 


m Described as 
@ Basis for judging job value 


# Elements used to measure job worth 
¢ Intrinsic elements that add value to the 
organization 
m Generic compensable factors 


@ Skill, effort, responsibility and working 
conditions 


Compensable Factors 


Selecting compensable factors is the first step when using the job component or 
point factor methods of job evaluation. 


= A compensable factor may be described as: 


¢ Any criterion used to provide a basis for judging job value in order to create a 
job worth hierarchy. 


The elements used to measure job worth 


Intrinsic elements in jobs that add value to the organization and for which it 
wants to pay. 


m= The generic compensable factors are skill, effort, responsibility and working 
conditions. 
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COMPENSABLE FACTORS 


Definition of Terms 


m™ Generic factor group 
@ Skill 
@ Effort 
@ Responsibility 
@ Working conditions 


@ Factors 


m Degrees 


Definition of Terms 
m= Generic factor group (also referred to as level of work) 
@ Skill factors require a short description when used in a job evaluation plan. 


Examples of skill factors: 


m Experience = Creativity/ingenuity 

= Knowledge m Interpersonal communications 
= Manual dexterity = Job complexity 

= Analytical ability 


¢ Effort factors 


= Physical demands (i.e., lifting) 
= Mental exertion (i.e., concentration) 


@ Responsibility factors 


Examples: 
= Impact on the organization a Internal and external contacts 
= Directing the work of others = Accountability 


= Independent action/decision making 
@ Working conditions 


= Hazardous or dangerous environment (i.e., working with chemicals) 
= Adverse conditions (i.e., temperature extremes) 
= Unpleasant environment (i.e., strong or unpleasant odors) 


= Factors are individual component aspects of job content within generic factor groups. 
(i.e., the components within the factor group “skill” include experience and knowledge, 
among others) 


m= Degrees are measurement scales or yardsticks which identify specific levels of a factor. 
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COMPENSABLE FACTORS 


Example of Terms 


m™ Generic factor group: skill 
™ Specific factor name: experience 
m™ Specific factor description 


m Degrees 
@ 1st: <3 months 
@ 2nd: 3 to 12 months ... 


Example of Terms 

m= Generic factor group: skill 

= Specific factor name: experience 
= Specific factor description 


This factor measures the time normally required on related work and on-the-job training 
for the job being evaluated for an individual to attain satisfactory performance standards 
under normal supervision. 


m= Degrees 
# 1st degree — less than three months 
@ 2nd degree — three months, up to and including 12 months 
@ 3rd degree — more than one year, up to and including three years 
# 4th degree — more than three years, up to and including five years 


@ 5th degree — more than five years 
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COMPENSABLE FACTORS 


Exercise 


Directions: Classify each factor under one of the four generic factor groups. 


Working 
Conditions 


Factors Responsibility 


Technical knowledge 


Experience 


Accountability for budget 


Formal education 


Training 


Adverse conditions 


Lifting 


Supervision of others 


Internal contacts 


Freedom to act 


Mental/visual strain 
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COMPENSABLE FACTORS 


Selecting Compensable Factors 


m Identify the organization’s internal values 
m Review the job content of the work group 


m Identify potential factors for consideration 


Selecting Compensable Factors 


The following process may be used to select the compensable factors to be used 
in quantitative job evaluation. 


= Identify the organization’s internal values 
# Formal documentation — mission statement, business strategy, HR philosophy 
¢ Discussions with senior management 
m= Review the job content of the work group to be covered by the plan 
# Common characteristics 
@ Diverse characteristics 
# Industry-specific considerations 
@ Unique aspects 
= Identify five to 12 potential factors for consideration by management 
@ Committee process 
@ Individual interviews with key managers or employees 
@ Statistical analysis 


@ Combination of the above 
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COMPENSABLE FACTORS 


Selecting Compensable Factors ...cont'd 


m Obtain support and acceptance 


m Determine factors to be used 
@ Select effective factors 


Include all important factors 


Selecting Compensable Factors ...cont’d 
= Obtain key management’s support and stakeholder acceptance 
= Determine factors to be used 

¢ Select effective factors — Factors should: 


= Differentiate job value; avoid measuring the same or similar job characteristics 
more than once 


us Have a logical relationship to overall job value 
= Be common to all jobs being evaluated 


= Cover all major aspects of job requirements for which the organization is 
willing to pay 


= Be manageable; limit factors used to a reasonable number. 


Failure to do the above increases administrative time without adding 
meaningful information and may create systematic bias for or against 
certain jobs. 


¢ Include all important factors — Failure to do this may inadvertently discriminate 
for or against certain jobs, or may produce a job worth hierarchy inconsistent with 
internal values. 
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COMPENSABLE FACTORS 


Defining Compensable Factors 


m™ Clear and comprehensive 
definitions 


m@ Highest and lowest levels of 
each factor 


m@ Intermediate levels 


Defining Compensable Factors 
= Develop a clear and comprehensive definition for each factor 


= Define the highest and lowest levels of each factor present in the work group to be 
covered by the plan 


= Create intermediate levels from lowest to highest by defining a logical progression that 
reflects reasonable differences 
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COMPENSABLE FACTORS 


What to Consider When Defining 
Compensable Factors 


= Create hierarchy consistent with 
perceptions 


m Establish proper number of levels 
# Too many 
@ Too few 


@ Overlapping 


What to Consider When Defining Compensable Factors 


= Create a job worth hierarchy consistent with management’s perception of relative 
job worth 


m= Establish proper number of levels 
# Too many levels 
- Forces artificial distinctions between degree levels 
— Requires highly detailed job documentation 
— Increases administrative time 
~ Encourages requests for re-evaluation which results in “grade creep” 
# Too few levels 
- Does not adequately differentiate important aspects of job value 
— May not fully cover the range of work performed 
— Overlapping levels 
— Difficult to select the appropriate level 


— Adjacent level descriptions are too similar 


GR3 @ 6.11 


© WorldatWork. All rights reserved. 


COMPENSABLE FACTORS 


Weighting Compensable Factors 


™ Consider the nature of the work 
m Rank the factors selected 
m Develop factor weights as a percentage 


m Review with key management and 
stakeholders 


Weighting Compensable Factors 
= Consider the nature of the work performed by job group(s) covered under the plan 
m= Rank the factors selected in order of priority for the organization 


= Develop initial factor weights as a percentage, derived by statistical analysis, 
management judgment, or a combination of the two 


= Review with key management and other stakeholders, as appropriate 
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COMPENSABLE FACTORS 


Sample Factor Weights 


Working Conditions 


Responsibility 
Effort 
Skill 


Service and Professional, Managerial 
Maintenance Technical and Office 


Sample Factor Weights 


This chart is an example of the relative importance of the generic factor groups for these 
types of jobs. 


Typically compensable factors are weighted differently for different types of jobs. 
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Job Component Method 


m Statistically developed 


m Identifies factors that explain 
market pay levels of benchmark jobs 


m May be used to evaluate 
nonbenchmark jobs 


Job Component Method 


The job component method is a statistical job evaluation method that uses multiple 
factor regression analysis. * 


= Statistically developed — As opposed to the simpler ranking methods described earlier, 
the job component method uses statistical analysis to determine job value. 


= Identifies factors/factor weights that explain market levels — The job component 
method is used to identify the specific factors and factor weights that help to explain the 
market pay levels of benchmark jobs. 


m May be used to evaluate nonbenchmark jobs — Once a statistical model has been 
developed under the job component method, nonbenchmark jobs can then be evaluated 
using the model. 


* Multiple factor regression analysis uses more than one independent variable to predict the relationship 
between two or more variables. More information on regression analysis can be found in WorldatWork 
Course T3: Quantitative Methods. 
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JOB COMPONENT METHOD 


Overview 


step. Select and define compensable factors 


= 


step Develop a questionnaire 


> 4 Administer and evaluate 
STEP “# questionnaires 


step f= » Collect market data 


Overview 
Step One 
Step Two 


Step Three 
Step Four 


Select and define compensable factors and job content to be measured 


Develop a structured questionnaire to collect data on independent factors, 
such as work experience, level of education, budget, duties and 
responsibilities 


Administer and evaluate questionnaires 


Collect market data for benchmark jobs 
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JOB COMPONENT METHOD 


Overview ...cont'd 


Sen Input data 


ge 
STEP LD 


a 


Conduct regression analysis 


Overview ...cont’d 


Step Five 


Data from Surveys 


Input the data from questionnaires and/or organizational records on selected 
benchmark jobs along with market data into computer. 


Data from Questionnaires 


Job | Market Rate | Work Experience | Education* | Budget Responsibility 
1 100,000 20 3 200,000 
2 75,000 15 3 100,000 
a 60,000 75,000 
4 50,000 30,000 
5 40,000 10,000 


* (1=H.S., 2 =college, 3 = graduate) 


Step Six 


Conduct a multiple factor regression analysis on the data to determine which 
factors should be included in the initial compensation model. (This step 
typically is done on a computer using spreadsheet software.) 


The standard multiple regression formula is: 


coefficient coefficient coefficient 


Base pay = constant + (experience) (education) (budget) 


Using the values above, the statistical software gives the following constant 
and coefficient values. 


Base pay = 19,081 + 1,180 (exp.) + 6,561 (edu.) + .187 (budget) 
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JOB COMPONENT METHOD 


Overview ...cont’d 


Test the model 


_ Final model and hierarchy 


Overview ...cont’'d 


Step Seven Test the model using the formula created from selected benchmark jobs, 
input additional benchmark data to verify results; adjust the model if 
necessary to produce the desired job worth hierarchy. 


Using job 4 as an example 
Base Pay = 19,081 + 1,180 (10) + 6,561 (2) + .187 (30,000) 
Base Pay = 19,081 + 11,800 + 13,122 + 5,610 = 49,613 
Step Eight Runall jobs for which there is no pay data through the final model to 
produce the complete job worth hierarchy. 


Using the same formula, if job 6 has a work experience value of 3, 
an education value of 2 and budget responsibility of 10,000, the pay rate 
can be computed as 


Base Pay = 19,081 + 1,180 (3) + 6,561 (2) + .187 (10,000) 
= 19,081 + 3,540 + 13,122 + 1,870 
= 37,613 
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JOB COMPONENT METHOD 


Job Component Method 


Disadvantages 


= Objective = Time-consuming for 
front-end question 
development 


Advantages 


= Comprehensive 


= Most statistically = Complex, therefore 


accurate ee : 
difficult to communicate 
= Involves management in to employees 
selection of 
compensable factors = Often perceived as 


= Streamlines “black box” 


administration = Expensive 


= Results in database 
of information 


= Ease of reporting 


GR3 m@ 6.18 


© WorldatWork. All rights reserved. 


Point Factor Method 


m Uses defined factors and degrees 


m Job descriptions compared to the 
definitions of degrees 


m™ Corresponding points 
@ Awarded to each job 


# Combined to derive a total score 


Point Factor Method 


The point factor method of job evaluation uses defined factors and degrees to 
establish job value. 


Job descriptions are compared to the definitions of degrees in order to determine 
the most appropriate level. 


The corresponding points for that level are then awarded to the job and combined 
for all factors to derive a total score. 
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POINT FACTOR METHOD 


Overview 


oe Select factors 
STEP ff 


Define and weight factors 


Assign points 


Analyze and describe jobs 


Compare job to degree definition and 
STEP “«’ assign point value 


Total points, arrange hierarchy 


STEP 


Overview 


Step 1 
Step 2 


Step 3 
Step 4 
Step 5 


Step 6 


Select compensable factors to be used to evaluate the jobs 


Define factors and degree levels within each factor — weight each factor as a 
percent of 100 


Assign points to each degree level 
Analyze and describe jobs in terms of the compensable factors 


Determine which degree level of each factor best fits the job and assign 
respective point values 


Total points for each job and arrange a job worth hierarchy based on 
total points 
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POINT FACTOR METHOD 


Steps 1 and 2 


Select and weight compensable factors 


Responsibility 300 30 


Working conditions 150 15 
Total 1,000 100% 


Steps 1 and 2 
m™ Consider the job group 


m Use management judgment or statistical analysis 


Example : 
Maximum Percentage of 
Factors Points Possible Points 
Skill (35%) 
Education 125 12.5% 
Experience 125 12.5% 
Physical skill 100 10% 
Effort (20%) 
Physical effort 100 10% 
Mental effort 100 10% 
Responsibility (30%) 
Contacts 150 15% 
Independent judgment 150 15% 
Working Conditions (15%) 
Hazards 100 10% 
Adverse conditions 50 5% 
Total 1,000 100% 
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POINT FACTOR METHOD 


Step 3 
Assign points 
= Dimension 
# Single 
@ Multiple 
m Progression 
@ Arithmetic 


@ Geometric 


Step 3 

Assign points 

A point factor plan can be set up in several ways. 
= Dimension 


@ Single — used when the factor is dependent on only one variable 
(e.g., years of experience) 


# Multiple — used when the factor is dependent on multiple variables 
(e.g., business judgment is dependent on both decision making/impact and 
scope/complexity) 


= TO accurately judge this factor, each subfactor must be evaluated as it relates 
to the main factor 


= Progression 


¢ Arithmetic — Typically used in a single-dimension approach. Assigns a point factor 
to each level of the dimension. 


¢ Geometric — Typically used in a multiple-dimension approach. Assigns a percent 
increase to each level of dimension. As a percentage, the points assigned to each 
dimension progressively increase. For example, page 6.24 shows an increase of 
9 points between level 1 and 2, and an increase of 24 points between level 7 and 8. 
The result allocates more points for increasing knowledge. 
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POINT FACTOR METHOD — STEP 3 


Example — Single Dimension, 
Arithmetic Progression 


Defines factors/ degrees, assigns points 


Experience 
Definition 


<3 months 


> 3 months and < 12 months 


> 1 year, < 3 years 


> 3 years, < 5 years 


> 5 years 


Example — Single Dimension, Arithmetic Progression 


Defines factors and degree levels within each factor and assigns points to 
each level 


Example — Experience Factor 


This factor measures the time normally required on related work and on-the-job training 
for an individual to attain satisfactory performance standards under normal supervision. 
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POINT FACTOR METHOD — STEP 3 


09€ 


S0€ 


6S¢ 


022 


981 


swa|qoid pue 
sanss! pauyapun 
QSJOAIp ‘x9e|dwoo 
Ajawauxy 
4 


aaiBap sad % 9} :a}0N 


suoioe Auedwoo |eaA0 


GO 62 JOalje YOIUM SUOISINap Saye g 
sjlun jeianes Joaye 

692 022 YOIUM SUOISINap Saye\\ J 
yun yoaye YyoIUM 

022 981 SuOIsioap Juanbay sayey 9 
suoljepuawiwodas 

981 8S} vel vbh 46 pue suoisioap juanbay sexe s 
suoepuawwodsas Auew 

8S} vel vib 16 28 


pue SuoIsioap aWOs Saye 7 


SUOJEPUBWWUODAL 
46 08 69 QWOS SOYe\\| € 
jesunod JO 
08 69 6S UONEWJOJU! SAPIAOI Z 
69 6S 0S Bupyew uoisioap ayy!7 | 
swa|qoud x@|dwioo xa|dwioo x@|dwoo Ayxadwioo 
pue senssi Ajayesapow yEYMaLUOS A\jeuoiseoo0 amy sey 
QSJOAIP ‘X9|GWOD SI JU9JUOD UOIISOg S| JUBJUOD UOISO4 S$} JUA}UOD UOIISOG + JUSJUOD UOIIISOd 
Ajjequeysqns a 4) qd Vv 
}U9}U09 UOISOg 
| 
Ay1xajdwo4 pue adoos 


‘yoeduul pue Ajiqisuodsas Huryew-uoisioap (Z) se 
||@M se ‘JUa}UOD Gol Jo AyIxajdwo0o pue adoods au} (|) Seunseew Joe; siy| :yuewbpnf sseuisng 


UOISSAIBOJd IJBWIOSH ‘uoisuswig 9jdijjnW — sjdwexy 


yoedw pue Hulyew uoisicag 


GR3 mg 6.24 


© WorldatWork. All rights reserved. 


POINT FACTOR METHOD 


r 


Step 4 


Analyze and describe jobs in terms of 
compensable factors 


m Analyze job 
= Write documentation 


Step 5 
Degree definition and value 


= Compare job to degree definitions 
m Identify degree definition and assign value 


Step 4 
Analyze and describe jobs in terms of compensable factors 


Select an appropriate job analysis technique that will describe jobs in terms of their 
compensable factors. 


Step 5 
Degree definition and value 
= Compare job documentation to degree definitions 


m Determine which degree definition of each factor best fits the job and assign respective 
point values 
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POINT FACTOR METHOD 


Step 6 


Job worth hierarchy 


m= Total the points for job worth hierarchy 


Step 6 
Job worth hierarchy 


= Total the points for each job and arrange a job worth hierarchy based on total points 


For example 


Job A 950 points 
Job B 600 points 
Job C 500 points 
Job D 350 points 
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POINT FACTOR METHOD 


Exercise 


Break into groups of three to five and consider the information on the following pages. 
After approximately 20 to 25 minutes, the instructor will facilitate a discussion of the results. 


m Review the factors and degree definitions 
m Determine the weighting for each factor 


m Use the job evaluation plan to evaluate the jobs used in the ranking and classification 
exercises in Module 5. 


Job Evaluation Plan 
Acme Industries 
Job Evaluation Plan 
Professional, Technical and Office Jobs 
Company Facts 


This is a small, single profit center manufacturing company that makes electrical components 
for the computer industry. It has annual sales of 300 million with 500 employees who work 

at one location in San Jose, Calif. It is a high-tech manufacturing company that has been 
publicly traded since 1975. 


This job evaluation plan has been designed to assist management in determining the relative 
worth of jobs in which the work is (1) essentially mental as opposed to manual; (2) of a 
clerical, technical, paraprofessional, or professional nature; and (3) not managerial in nature. 
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EXERCISE — POINT FACTOR METHOD 
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EXERCISE — POINT FACTOR METHOD 
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POINT FACTOR METHOD 


Point Factor Method 


Advantages Disadvantages 


Reliable Expensive 


Objective Time-consuming 


Easy to evaluate 
new jobs 


Cumbersome 


Creates inflexible 


Can be tailored to é 
hierarchy 


company 


Difference between 
jobs is apparent 


Responsive to 
pay equity laws 


Point Factor Method 
Advantages 

m= Relatively reliable 

@ Relatively objective 
m Easy to evaluate new or revised jobs 

= Compensable factors can be tailored to company 

m= The degree of difference between jobs is apparent 

m Responsive to pay equity laws and comparable worth parameters 
Disadvantages 

m Expensive to develop or purchase 

=m Time-consuming to design and implement 

= Cumbersome if many jobs are to be evaluated 


= Creates inflexible hierarchy 
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Quantitative Plan Summary 


Job Point 
Component Factor 


Identify possible factors 


Collect market data 


Select/define factors 


Analyze and document jobs 


Determine levels (degrees) 


Define degrees 


Weight factors 


Convert weights to points 
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Identify the two quantitative job evaluation methods. 


Define the terminology associated with compensable 
factors and describe the process involved in 
selecting, defining and weighting them. 


Name the generic compensable factor groups and 
identify commonly used evaluation factors for each. 


Explain the job component method, the steps 
involved and its advantages and disadvantages. 


Explain the point factor method, the steps involved 
and its advantages and disadvantages. 
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Module Quiz 


1. What are the two quantitative job evaluation methods? 
A. Ranking and classification 


B. 


Job component and point factor 


C. Market-based and job content 


2. What should one do when selecting compensable factors? 


A. 
B. 
C. 
D. 


Identify the organization’s internal values 

Identify measures used for evaluating performance 
Identify several measures for each job characteristic 
Identify the top performers in the job group 


3. Which of the following is considered one of the generic compensable factor groups? 


A. 
B. 
C. 
D. 


Values 

Behavior 
Knowledge 
Working conditions 


4. Which method of job evaluation uses multiple factor regression analysis that may be 
used to predict salary or grade levels for nonbenchmark jobs? 


A. 
B. 
C. 
D. 


Market pricing 
Ranking 

Job component 
Point factor 


5. What is one of the steps in the point factor job evaluation method? 


A. 
B. 
C. 


D. 


Define the budget that will be needed 

Define the degree levels within each compensable factor 

Define as many levels as possible within each factor to ensure an adequate degree 
of distinction 

Determine the dependent and independent variables in the regression analysis for 
each degree level 


6. What is one of the advantages of the point factor job evaluation method? 


A. 
B. It creates a flexible job worth hierarchy. 
C. 

D. It can be implemented quickly and easily. 


It is inexpensive to develop and/or purchase. 


It is responsive to pay equity laws. 
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Module 7 
Selection and Implementation Issues 


Introduction 


Each of the job evaluation plans presented in this course can be successfully 
implemented under the right circumstances. Plan selection requires careful consideration 
of organization issues, such as business environment, culture, organization structure, 
management support and compensation resources in addition to characteristics of 
potential plans. 


A successful implementation strategy enhances the credibility of the plan and promotes 
acceptance by managers and employees. 


Objectives 


By the conclusion of this module, you will be able to accomplish the following: 


1. Identify and describe some of the factors that should be considered when selecting 
a job evaluation strategy. 


2. Identify the characteristics that may be used to assess the suitability of different 
job evaluation methods and differentiate between methods based on these 
characteristics. 


3. Explain implementation issues related to job evaluation. 


4. Describe factors to consider when auditing a job evaluation plan. 


GR3 @ 7.2 


© WorldatWork. All rights reserved. 


Selecting a 
Job Evaluation Strategy 


Key considerations 
m Business environment 
= Organizational culture 


Organizational design 


i 
m= Top management approval and support 
| 


Compensation function 


Selecting a Job Evaluation Strategy 


= Business environment — the key HR and business factors that contribute to the success 


of the organization, including 

@ Labor supply 

@ Unionization status 

¢ Ability to pay vis-a-vis business and labor competitors 
Organizational culture — the structure, processes, style and history of an organization, 
including 
Decision-making mode (centralized or decentralized) 
Demand for quick re-evaluation due to changes in job content 
Management style 
Level of overall support for the HR function and compensation specifically 
Degree of openness in compensation communication 
Relative emphasis on either internal equity or external competitiveness 


eee e eo oe 


Organizational design — the way work is structured 
@ Job-based or team-based, or a combination 
@ Flat (broadbanded) or hierarchical management structure 
@ Relatively stable or rapidly changing 
Top management approval and support — senior management decisions and direction 
@ Budget for staffing and training in job analysis, job documentation and job evaluation 
@ Use of outside instead of inside consultants 
¢ Level of commitment to final results 
@ Communication style 
Compensation function — the structure, size and competency 
Centralized versus decentralized 
Size of compensation staff 
Technical competence in job analysis, job documentation and evaluation 
Availability of labor market data 


eee oe 
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Summary of Job Evaluation Methods 
and Techniques 


Cannot be used in isolation in “pay equity” or 
Market “comparable worth” jurisdictions 
Data Market Pricing 


Emphasis m= Market determines organizational pay philosophy 


m Easy to communicate 


m Little training required 


, m Evaluators may bring different judgment criteria to 
Ranking exercise 


No detail/documentation to justify evaluation 


m Little training required 
Job descriptions can be inflated to fit a classification 


Generally not practical for companies with 
numerous, diverse job families 


Nonquantitative 
or Whole Job 


Classification 


Statistically accurate and relatively objective 
m= Often perceived as “black box” 
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Easy to evaluate new or revised jobs 
Point Factor a Relatively objective 
Compensable factors can be tailored to company 


Quantitative or Factor 


A technique used within some already established 
job evaluation method 

Involves placing a job into a category or 
classification 


Slotting 
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SELECTING A JOB EVALUATION STRATEGY 


Job Evaluation Plan Characteristics* 


MP JC PF R/C 
External <——+—_——_+———_+-——_t— _ Internal 
Emphasis / Focus 


MP R/C PF JC 
Simple <—_+—_+__+__+>. Complex 
Communicability | 


R  MP/C_ PF JC 
Low «——}+——__++—__+#—_ +> _ High 


Technical Complexity 


* See key for plan abbreviations 


Job Evaluation Plan Characteristics 


These two charts show a relative position of each of the five job evaluation plan types on 
five different scales. The scales address key plan characteristics: 


= Emphasis/focus — Does the plan focus more on internal equity or external 
competitiveness? 


= Communicability — How easy is it to communicate how the plan works? 


= Technical complexity — What is the degree of technical complexity inherent in 
the plan? 


Ranking JC = Job Component 


Classification MP = Market Pricing 
Point Factor 
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SELECTING A JOB EVALUATION STRATEGY 


Job Evaluation 
Plan Characteristics® ...cont'a 


R MP/C PF JC 
Short <«<——+——_+____+——.__ Long 
Time Required 


R MP/C PF JC 


Low «<——+——_+—_1+—_++—._ High 
Cost 


* See key for plan abbreviations 


Job Evaluation Plan Characteristics ...cont’d 
m= Time required — How long does it take to develop and implement? 


= Cost — What is the development and implementation cost relative to other plans? 


Ranking JC = Job Component 


Classification MP = Market Pricing 
Point Factor 
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SELECTING A JOB EVALUATION STRATEGY 


Job Evaluation Strategy 


exercise 


Example A: 
Traditional Manufacturing Inc. 


= What approach should the 
organization take? 


m What are the key issues? 


Exercise — Job Evaluation Strategy 


Traditional Manufacturing is a large, privately held manufacturer of business equipment. 
More than half of its annual sales are to the federal government. The company dominates 
the marketplace for its products, but has started to see some erosion of market share to 
some overseas suppliers. There is a large human resources staff to serve the 20,000 
employees. Management values have traditionally been paternalistic. There are no unions, 
but the company has maintained pay at union levels and taken extraordinary steps to 
ensure that employees are treated fairly. There are no incentive pay programs. In the last 
six months the company has lost some of its key long-term employees to small start-up 
firms and local affiliates of the company's overseas competitors. Detailed job descriptions 
have been created based on one-on-one interviews conducted by trained compensation 
analysts. 


Which approach to job evaluation would you recommend? Why? 


What are the key issues? 
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SELECTING A JOB EVALUATION STRATEGY 


Job Evaluation Strategy ...contd 


Example B: 
Technology Consulting Inc. 


= What approach should the 
organization take? 


m What are the key issues? 


Exercise — Job Evaluation Strategy 


Technology Consulting Inc. is a 5-year-old provider of software consulting services that has 
doubled in size in the last two years from 200 to 400 employees. The workforce includes a 
large contingent of technical personnel in high-demand jobs. The industry is very 
competitive and business success is highly dependent on having a substantial core of key 
technical resources available to address client needs. Internal equity is important, but the 
company’s compensation strategy emphasizes a market-driven pay program. It has a 
relatively small HR staff and need to develop a competitive job worth hierarchy within three 
months. Brief job documentation has been completed by supervisors using standardized 
questionnaires developed by human resources. 


Which approach to job evaluation would you recommend? Why? 


What are the key issues? 
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Implementation Issues 


Committee vs. noncommittee 
Cost of development 
Communicating results 


Centralized or decentralized 


Effect on jobs and individuals 


Implementation Issues 


Key issues to consider in developing a job evaluation implementation strategy 
include the following: 
= Committee vs. noncommittee approach 
@ A job evaluation committee may be used to assist the human resources department 
in evaluating some or all jobs to be covered by the plan. 
= Cost of development 
@ Limited budgets may preclude complicated systems 
¢ Cost of lost productivity may be prohibitive 
# Cost of gathering data for the evaluation 
= Communicating job evaluation results 
@ Implementing a new job evaluation plan requires decisions on how the results will 
be communicated throughout the organization. Plan administrators must be able to 
address the following issues: 
= Level of detail regarding individual evaluation 
= Appeals process when employee challenges evaluation result 
= Procedures established to evaluate new and revised jobs in the future 


= Centralized or decentralized 
# Determine whether there is a greater need for standardized results or divisional 
flexibility 
# Complicated or highly complex systems are difficult to decentralize. 
¢ For organizations with multiple locations, will implementation be handled by the 
corporate office or be delegated to each division location? 
= Effect on jobs and individuals 
# Consider how resulting changes in the pay hierarchy will affect the pay rate for 
specific jobs 
# Consider how individual pay will be adjusted based on changes to job hierarchy and 
base pay structure 
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IMPLEMENTATION ISSUES 


Job Evaluation Committee Members 


m Represent major functional areas 
m@ Are well respected 


= Comparable levels of power 


m™ Know importance of the process 
m Open-minded, respect others’ opinions 


m Support the integrity of the system 


Job Evaluation Committee Members 


Successful job evaluation committees typically include members who: 


Represent major functional areas throughout the organization 
Are well respected and perceived as knowledgeable about the jobs to be evaluated 
Represent comparable levels of power and influence 


Understand the importance of the job evaluation process and are committed to 
making it work 


Will be open-minded and respect the opinions of others on the committee 


Will work to support the integrity and credibility of the system, as opposed to 
potential “horse trading.” 
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IMPLEMENTATION ISSUES 


Job Evaluation Committees 


Advantages 


Disadvantages 


= Commitment of 
time necessary 


= Clarify job content 
information 


m= Improve accuracy of m Turf issues and bias 


evaluation ratings 


= Judgments 
incumbent-biased 


mw Enhance credibility 


Job Evaluation Committees 

Advantages 

m™ They can clarify job content information found in job documentation. 

m They can improve the accuracy of job evaluation ratings. 

m™ They can substantially enhance the credibility of job evaluation results. 
Disadvantages 


Careful selection and training of job evaluation committee member can minimize the 
potential problems. 


m It may be difficult to gain the commitment of time necessary to complete evaluations 
within a reasonable time frame. 


= Turf issues and territorial bias can be difficult and time-consuming to resolve. 


m= Judgments may be more incumbent biased. 
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IMPLEMENTATION ISSUES 


Tips for Success 


= Confirm final evaluation results 
m Manager information kits and FAQs 
m@ Anticipate concerns 


m Create a feedback loop 


Tips for Success 
= Confirm final evaluation results with senior managers 


m Utilize communication tools such as manager information kits and FAQs (frequently 
asked questions) 


= Anticipate concerns by identifying jobs and incumbents most impacted by the new 
program before announcing the results 


m= Create a feedback loop in the process to uncover issues as quickly as possible 
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IMPLEMENTATION ISSUES 


Introducing a New 

Job Evaluation Plan 

m@ Fit with organization, culture and strategy 
m™ Selecting benchmark positions 


m Education and communication 


m Involvement of management and 
employees 


™ Appropriate selection and weighting of 
compensable factors 


Introducing a New Job Evaluation Plan 

The following should be considered when introducing a new job evaluation plan. 

= Fit with organization, culture and strategy 

@ Selection of appropriate benchmark positions 

= Education and communication about job evaluation to employees and management 
@ How the new plan supports company strategy 


@ How the plan works and how it supports the business objectives of line 
management 


¢@ How the plan helps the company determine pay and manage pay programs fairly 
and consistently 


Involvement of management and employees in design and implementation 


Appropriate selection and weighting of compensable factors — what you value and 
for which you want to pay 
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Audit of Job Evaluation Plans 
and Practices 


m Periodic review 
m Identify problems and issues 


m Review job evaluation process 
and practices 


Audit of Job Evaluation Plans and Practices 


m= Periodic review, usually annual 


= Identify problems and issues 


¢@ Employee complaints about system 


4 


Turnover statistics and exit interview information 


m= Review job evaluation process and practices 


4 


¢--fet.hU Hh OH 


Training for job evaluators 

Written instructions and guidelines 

Job evaluation decisions made or reviewed by more than one person 
Inter-rater reliability 


Persons involved in job evaluation decisions represent broad group and cross 
section of company, including protected classes. 


Factors applied consistently to all evaluated jobs 


Methods and procedures have been changed to reflect changes in organization. 
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Building a Base Pay Structure 


Market Data Emphasis 


Base Pay Structure 


Building a Base Pay Structure 


Once the job evaluation is completed and the job worth hierarchy built, this data may be 
used to create the base pay structure. 


The remainder of this module introduces the components of the base pay structure. 
Techniques and information on building and managing a pay structure are presented in 
WorldatWork Course C4: Base Pay Management. 
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BUILDING A BASE PAY STRUCTURE 


Components of a Base Pay Structure 


m Base pay policy 


m Pay grades/bands 


Components of a Base Pay Structure 


When building a base pay structure, the following must be determined: 


= Base pay policy is defined. 


4 


4 
+ 


In a traditional structure, a pay policy line is developed using external pay values 
and the internal job worth hierarchy. Midpoints for each grade fall along this pay 
policy line. 

The policy should be consistent with the compensation strategy of the organization. 
The base pay policy is also consistent with the job evaluation strategy chosen. 


m= The purpose of pay grades or bands is to group multiple jobs of similar value (based on 
internal comparisons and external market data) within defined salary ranges. 


4 


4 


The final job worth hierarchy will indicate which jobs belong in the same pay grade 
or band. 


A job may be reclassified to a higher or lower pay grade based on the results 
of job evaluation. 


Pay grades usually overlap. Minimums and maximums usually fall within adjoining 
ranges. 


Pay grades/bands should distinguish between skill or responsibility, and 
supervisor/subordinate relationships. 


Pay grades/bands should allow for career progression. 


Broadbanding consolidates a large number of pay grades into fewer grades with 
large salary ranges. 
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BUILDING A BASE PAY STRUCTURE 


Components of a 
Base Pay Structure ...cont'd 


m Pay range 
= Midpoint differential 


= Number of pay structures 


Components of a Base Pay Structure ...cont'd 


= A pay range has a minimum pay value, a maximum pay value and a midpoint. 


# The midpoint of the pay range should reflect market rate for the positions in that pay 
range. 


@ Typical range spreads 
= 20% to 30% service, production and maintenance jobs 
= 30% to 50% clerical, technical and supervisory jobs 
=» 40% to 50% professional and administrative jobs 
= 50% or more for managerial and executive jobs 
@ Broadbanded pay ranges may spread 100% to 300% from minimum to maximum. 


= Midpoint differential is the percent difference between midpoints. 
¢ Jobs that are market priced are placed into the job grade with the midpoint closest to 
the market rate for that job. 
# Midpoints are the central value in the pay grade. 
@ Midpoint-to-midpoint differential guidelines 
5% to 10% between grades for clerical and production 
8% to 15% between grades for paraprofessional and professional management 
15% to 25% total midpoint differential between supervisor and subordinate 
20% to 35% midpoint differential between grades for executive levels 


m= The number of pay structures or bands may be affected by: 
¢ Diversity of jobs in the organization 


= Functional area (nursing, engineering, maintenance) 
= Job level (clerical, supervisory, executive) 


@ Diversity in grading 
¢ Balance of internal equity and external competitiveness 
@ Organization culture. 
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m Identify and describe some of the factors 
that should be considered when selecting 
a job evaluation strategy. 


m= Identify the characteristics that may be used to 
assess the suitability of different job evaluation 
methods and differentiate between methods 
based on these characteristics. 


m Explain implementation issues related to 
job evaluation. 

m Describe factors to consider when auditing a 
job evaluation plan. 
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Module Quiz 


1. What best describes an important factor that should be considered when selecting 
a job evaluation strategy? 


A. The prevalence of the strategy among industry competitors 

B. The availability of a qualified consultant to assist with design and implementation 
C. The relative emphasis on either internal equity or external competitiveness 

D. The research results on the reliability of different approaches 


2. Which of the following job evaluation methods is generally easier to communicate to 
employees? 


A. Classification 
B. Job component 
C. Point factor 
D. Market pricing 


3. What is one of the advantages of using a job evaluation committee to evaluate jobs? 
A. The job evaluation process can be completed more quickly and efficiently. 


B. Committee members can clarify job content information found in job 
documentation. 


C. Committee members can dedicate whatever time is needed to accomplish the 
evaluation prior to the deadline. 


D. The decisions made are less likely to be affected by turf issues and incumbent 
bias. 


4. Which of the following would be most important to consider when auditing job 
evaluation plans/practices? 


A. Training for the individuals involved in job evaluation 
B. The number of members serving on the job evaluation committee 
C. The spread of the pay range for managerial jobs 
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(blank) 
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Job Descriptions for 
Job Evaluation Exercises 


TITLE: Administrative Assistant Job Group Category: Nonexempt 


General Summary 


Works under general supervision of corporate officer, providing personal secretarial 
services and administrative assistance requiring exercise of discretion and judgment on 
occasion. 


Principal Duties and Responsibilities (‘Essential functions) 


1. *Takes and transcribes dictation involving general business vocabulary and a 
limited range of specialized terminology. Regularly transcribes machine recorded 
dictation. 

*Types correspondence and reports from rough drafts, editing grammar, 
punctuation or spelling as needed. 

*Establishes, maintains, and when necessary, revises supervisor's files. 
*Screens telephone calls and visitors, ascertaining who can be redirected to 
subordinate managers or other offices. Provides information to callers, requiring 
detailed knowledge of manager’s area of responsibility and general knowledge of 
company policies, practices, and operations. 

*Performs confidential administrative functions on occasion where errors could 
have moderate effect on costs, such as typing, proofing, and assembling reports or 
proposals for customers or outside agencies and taking, transcribing, and 
distributing minutes of important meetings. 

*Maintains departmental records and prepares special and recurring reports, 
following general directions. 

*Maintains manager’s calendar, scheduling meetings and appointments without 
clearance on occasion. Arranges travel and hotel accommodations as necessary. 
Opens and reviews all mail directed to manager. Composes responses to routine 
inquiries, and ascertains which items can be delegated to subordinate 

managers, and forwards appropriate items to manager. 

Follows up on all assignments delegated to subordinate managers as to status, 
completion, etc. 

Delegates work to one or two clerical employees to assist with routine duties. 
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JOB DESCRIPTIONS 


(Continued from previous page) 


Job Specifications 


1. Work requires written communication skill to compose routine letters and to edit and 
proof business correspondence and reports. 


2. Work requires ability to type accurately and efficiently from rough draft and machine 
transcription or personal dictation, involving standard business vocabulary or limited 
range of specialized, recurrent terminology, using common word processing 
programs. 

Work requires thorough knowledge of manager’s area of responsibility and general 
knowledge of company policies, procedures, and operations as well as oral 
communication skill to perform administrative duties of moderate complexity, such as 
arranging meetings without clearance, responding to inquiries from customers and 
company personnel, and assembling reports containing confidential and information. 


Work requires ability necessary to analyze moderately complex administrative 

details, such as planning and scheduling the work of others, establishing filing 
systems, and assembling reports containing data from several sources. These worker 
characteristics are normally acquired through completion of high school education, 
which included a two-year vocational office education program, two to three years 
related company experience, and up to three months on-the-job training. 


Work requires ability to read and concentrate via computer data entry typing and 
proofreading — up to 50% of time. 


General sedentary work but may require standing and walking for up to 10% of work 
time. 


Working Conditions 


Working environment is generally favorable. Lighting and temperature are adequate, 
and there are no hazardous or unpleasant conditions caused by noise, dust, etc. 


Disclaimer 


The above information on this description has been designed to indicate the general 
nature and level of work performed by employees within this classification. It is not 
designed to contain or be interpreted as a comprehensive inventory of all duties, 
responsibilities, and qualifications required of employees assigned to this job. 


Approvals: 


Line or Staff Management Human Resources 
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JOB DESCRIPTIONS 


TITLE: Executive Assistant Job Group Category: Nonexempt 


General Summary 


Works under the general direction of the President and/or Chairman of the Board, works 
independently, providing personal secretarial services and administrative assistance, 
exercising initiative and judgment on a regular basis. 


Principal Duties and Responsibilities (*Essential functions) 


1. *Takes and transcribes dictation involving standard business vocabulary on highly 
confidential company matters. 
“Types correspondence and reports from rough drafts, editing grammar, 
punctuation or spelling as needed. 
“Establishes, maintains, and when necessary, revises supervisor's files. 
*Screens telephone calls and visitors, ascertaining who can be redirected to 
subordinate management. Provides information to callers, including board 
members and key external sources, which requires comprehensive knowledge of 
company policies, practices, and operations. 
*Performs broad range of administrative details of highly confidential nature on 
regular basis, requiring initiative and judgment to make independent decisions for 
which probable errors may have moderate effect on costs. 
*Prepares variety of highly confidential, specialized, and recurrent reports, such as 
financial data, summaries on proposed acquisitions, salary recommendations on 
corporate officers for board review, etc. 
*Maintains manager’s calendar, regularly arranging meetings, conferences, and 
appointments without clearance. Arranges hotel and travel accommodations for 
frequent, extended trips. 
Opens and reviews all mail directed to manager. Composes responses to routine 
inquiries, delegates items to subordinate managers, and forwards appropriate 
items to the president/chairman. 
Follows up on all assignments delegated to subordinate managers as to status, 
completion, etc. 
Assigns work to one or two other clerical/secretarial employees to assist with 
routine duties. 


Job Specifications 


1. Work requires written communication skill to compose routine letters and to edit 
and proof business correspondence and reports. 

2. Work requires ability to type accurately and efficiently from rough draft 
and machine transcription or personal dictation, involving standard business 
vocabulary or limited range of specialized, recurrent terminology, using common 
word processing programs. 
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JOB DESCRIPTIONS 


(Continued from previous page) 


3. Work requires an in-depth understanding of overall company operations, its policies 
and procedures as well as oral communication skill to regularly assume broad variety 
of moderately complex administrative details, having moderate impact on costs, such 
as arranging meetings without clearance, assembling reports containing confidential 
and sensitive information, and responding to questions or requests of important 
callers. 

Requires analytical ability necessary to handle moderately complex administrative 
details, such as preparing special, nonrecurring reports by combining confidential 
data from several sources, scheduling and planning work of others, and anticipating 
secretarial/administrative needs of the president. These worker characteristics are 
normally acquired through completion of high school education, which included a 
two-year vocational office education program, four years of secretarial experience, 
including at least two years of related company experience, plus six months on-the- 
job training. 

Typing data entry and proofing requires ability to read and concentrate for up to 25% 
of work time. 

Generally sedentary work, but may require standing and walking for up to 10% of 
work time. 


Working Conditions 


Working environment is generally favorable. Lighting and temperature are adequate, 
and there are no hazardous or unpleasant conditions caused by noise, dust, etc. 


Disclaimer 


The above information on this description has been designed to indicate the general 
nature and level of work performed by employees within this classification. It is not 
designed to contain or be interpreted as a comprehensive inventory of all duties, 
responsibilities, and qualifications required of employees assigned to this job. 


Approvals: 


Line or Staff Management Human Resources 
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JOB DESCRIPTIONS 


TITLE: Employment Interviewer Job Group Category: Exempt 


General Summary 


Works under general direction of employment manager and interviews, tests, and 
evaluates job applicants below management level for full or part-time employment, 
requiring regular exercise of independent judgment. 


Principal Duties and Responsibilities (‘Essential functions) 


1. *Reviews job specifications for existing and new vacancies with management 
personnel to clarify their needs and meet their staffing requirements. 

2. “*Interviews applicants below managerial level and evaluates information such as 
job experience, education and training, knowledge and ability, physical and 
personal qualifications, and other data pertinent to referral, classification, and 
selection. 

*Searches application files, notifies selected applicants of job openings, and refers 
qualified applicants to prospective managers for second-stage interviews. 
*Prepares rating of applicants and makes recommendations as to future 
considerations of those not immediately employed. 

*Assists in employee counseling activities related to promotional opportunities, 
transfers, and morale. 

Conducts employee exit interviews to acquire positive and negative feedback for 
edification of management personnel. 

Supplies information to applicants, such as company policies, job duties and 
responsibilities, working conditions, hours, pay, and promotional opportunities. 
*Discusses hiring activities with managers to determine adequacy of selection 
techniques and recruitment programs. 

*Conducts new employee orientation program. 

Administers employment tests and interprets results, contacts employers to verify 
references, and otherwise obtains any information necessary to establish the 
qualifications of individual applications. 


Job Specifications 
1. Work requires thorough knowledge of employment policies and practices, legal 


constraints, and interviewing techniques in order to comply with employment law 
while effectively screening candidates. 
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JOB DESCRIPTIONS 


(Continued from previous page) 


2. Analyze and interpret applicant data, develop criteria for selecting best candidate, 
and make recommendations to management. 


3. Work requires oral communication skill to conduct interviews as well as explain 
purpose and function of company, its benefits plans, career opportunities, and so 
forth to applicants. 


These worker characteristics are normally acquired through undergraduate studies 
in such areas as human resources management or business administration, one to 
two years related experience, and six months to one year on-the-job training. 


Work is generally sedentary, but requires the ability to concentrate via interviewing 
and counseling between 20 to 30% of the time. 


Working Conditions 


Working environment is generally favorable. Lighting and temperature are adequate, and 
there are no hazardous or unpleasant conditions caused by noise, dust, etc. 


Disclaimer 
The above information on this description has been designed to indicate the general 
nature and level of work performed by employees within this classification. It is not 


designed to contain or be interpreted as a comprehensive inventory of all duties, 
responsibilities and qualifications required of employees assigned to this job. 


Approvals: 


Line or Staff Management Date Human Resources 
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JOB DESCRIPTIONS 


TITLE: Mail Distribution Clerk Job Group Category: Nonexempt 


General Summary 


Works under close supervision of the mailroom supervisor and performs routine clerical 
duties. 


Principal Duties and Responsibilities (*Essential functions) 
lz *Collects, sorts and prepares all mail for distribution. 

2. | *Logs mail machine meter readings. 

3. | *Operates various mailroom machines. 

4. Performs routine messenger duties on occasion. 


Job Specifications 


Work requires ability to read and interpret data in order to maintain simple records. 
Work requires understanding of organization and location of employees. 


These worker characteristics are normally acquired through elementary 
education and one to two months on-the-job training. 


Work requires walking or standing over 50% of the time. 
Working Conditions 


Lighting and temperature are adequate, but incumbent must wear ear protection against 
high noise levels 20% of the time during the operation of the mail machinery. 


Disclaimer 
The above information on this description has been designed to indicate the general 
nature and level of work performed by employees within this classification. It is not 


designed to contain or be interpreted as a comprehensive inventory of all duties, 
responsibilities and qualifications required of employees assigned to this job. 


Approvals: 


Line or Staff Management Date Human Resources 
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JOB DESCRIPTIONS 


TITLE: Cashier Job Group Category: Nonexempt 


General Summary 


Works under general supervision of accounting supervisor and performs petty cash, 
accounting, and disbursement duties, and general cashier functions. 


Principal Duties and Responsibilities (‘Essential functions) 


1. *Processes incoming checks and prepares bank deposits. 

2 “Forwards details of day’s deposits to data processing. 

3. *Issues travel, expense and salary advances. 

4 *Maintains petty cash at fixed level, including completion of reimbursement 
statements. 

5. — Distributes pay checks for absentee, temporary, and part-time employees. 

6. | *Cashes employees’ personal checks. 


Job Specifications 


1. Calculate fractions and decimals in order to verify records and to prepare and 
accurately maintain reports of moderate complexity such as bank deposits and 
reimbursement statements. 

Work requires knowledge of general office practices to perform routine duties such 
as issuing travel advances and cashing employee checks. 

These worker characteristics are normally acquired through high school education, 
one year related experience, and six months on-the-job training to learn specific 
company accounting procedures. 

Work requires ability to read and concentrate via check processing up to 50% of 
the time. 


Working Conditions 


Working environment is generally favorable. Lighting and temperature are adequate, and 
there are no hazardous or unpleasant conditions caused by noise, dust, etc. 


Disclaimer 


The above information on this description has been designed to indicate the general 
nature and level of work performed by employees within this classification. It is not 
designed to contain or be interpreted as a comprehensive inventory of all duties, 
responsibilities and qualifications required of employees assigned to this job. 


Approvals: 


Line or Staff Management Date Human Resources 
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JOB DESCRIPTIONS 


TITLE: Clerk Typist Job Group Category: Nonexempt 


General Summary 


Works under close supervision, performing general, routine clerical duties. Types and transcribes such 
items as correspondence, reports, and simple statistical tables, from rough drafts and dictation tapes. 


Principal Duties and Responsibilities ("Essential functions) 


“Posts data to records and logs according to prescribed procedures or direction from 
supervisors. 

*Maintains department/section files, retrieving and refiling items as needed. 

*Types and transcribes routine correspondence, reports, tables, and invoices from rough drafts 
and dictation tapes, editing, grammar, spelling or punctuation when required. 

Runs errands, answers telephone, and performs similar routine duties involving occasional 
contacts with other employees. 

May be required to operate such standard office equipment as copiers or calculators. 


Job Specifications 


1. Work requires written communication skill to proofread and edit routine business 
correspondence. 

2. Work requires ability to file and retrieve items either alphabetically or numerically. 

3. Work requires ability to type routine office forms and correspondence. 

4. Work requires basic understanding of organization and department/section policies and 
practices in order to process information and maintain records. 
These worker characteristics are normally acquired through completion of high school 
education and up to one week of on-the-job training. 
Work requires ability to read and concentrate via filing, typing data entry, and proofreading 
activities — up to 50% of the time. 
Work is typically sedentary, but requires standing and walking for approximately 15% of work 
time. 


Working Conditions 


The working environment is generally favorable. Lighting and temperature are adequate, and there are 
no hazardous or unpleasant conditions caused by noise, dust, etc. 


Disclaimer 


The above information on this description has been designed to indicate the general nature and level 
of work performed by employees within this classification. It is not designed to contain or be interpreted 
as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees 
assigned to this job. 


Approvals: 


Line or Staff Management Human Resources 
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JOB DESCRIPTIONS 


TITLE: Senior Clerk Typist Job Group Category: Nonexempt 


General Summary 


Works under general supervision, performing various moderately complex typing and 
general clerical duties that require a thorough understanding of organization, department, 
and section policies and practices, using occasional exercise of independent judgment. 


Principal Duties and Responsibilities (*Essential functions) 


*Posts data to records and logs; assembles and completes reports for approval by 
supervisor. 


“Types and transcribes routine correspondence, reports, tables, and invoices from rough 
drafts and dictation tapes, editing grammar, punctuation or spelling when required. 


*Types moderately complex items such as statistical tables and graphs. 


*Performs varied clerical duties of moderate complexity requiring general knowledge of 
organization and periodic internal contacts to discuss routine matters. 


May operate such standard office equipment as copiers and calculators. 
Trains and/or assigns work to one or two lower-classified employees on occasion. 


Job Specifications 


Work requires written communication skill to edit and proofread business 
correspondence. 

Work requires ability to type correspondence as well as set-up and type moderately 
complex statistical tables and graphs. 

Work requires thorough knowledge of organization, department, and section policies, 
practices, and operations in order to assemble and complete reports and maintain 
records and files. 

Work requires ability to analyze data in order to prepare regular reports (e.g., budget and 
sales results reports) by combining data from several sources. 

Work requires ability to read and concentrate via filing, typing data entry, and 
proofreading activities — up to 50% of the time. 

These worker characteristics are normally acquired through completion of high school 
studies, nine to 12 months of direct company experience, and up to one week of on-the- 
job training. 

Work is typically sedentary, but may require standing and walking for up to 10% of time. 
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JOB DESCRIPTIONS 


(Continued from previous page) 


Working Conditions 


The working environment is generally favorable. Lighting and temperature are adequate, 
and there are no hazardous or unpleasant conditions caused by noise, dust, etc. 


Disclaimer 


The above information on this description has been designed to indicate the general 
nature and level of work performed by employees within this classification. It is not 
designed to contain or be interpreted as a comprehensive inventory of all duties, 
responsibilities, and qualifications required of employees assigned to this job. 


Approvals: 


Line or Staff Management Date Human Resources 
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Example of a Job from the 
Occupational Outlook Handbook 
(OOH) 


Accountants and Auditors 
(O*NET 13-2011.01, 13-2011.02) 


Significant Points 
e Most jobs require at least a bachelor’s degree in accounting or a related field. 


e Jobseekers who obtain professional recognition through certification or licensure, a 
master’s degree, proficiency in accounting and auditing computer software, or 
specialized expertise will have an advantage in the job market. 


e Competition will remain keen for the most prestigious jobs in major accounting and 
business firms. 


Nature of the Work 


Accountants and auditors help to ensure that the nation’s firms are run more efficiently, its 
public records kept more accurately, and its taxes paid properly and on time. They perform 
these vital functions by offering an increasingly wide array of business and accounting 
services to their clients. These services include public, management, and government 
accounting, as well as internal auditing. However, accountants and auditors are broadening 
the services they offer to include budget analysis, financial and investment planning, 
information technology consulting, and limited legal services. Beyond the fundamental 
tasks of the occupation-preparing, analyzing, and verifying financial documents in order to 
provide information to clients-many accountants now are required to possess a wide range 
of knowledge and skills. 


Specific job duties vary widely among the four major fields of accounting. Public 
accountants perform a broad range of accounting, auditing, tax, and consulting activities for 
their clients, who may be corporations, governments, nonprofit organizations, or individuals. 
For example, some public accountants concentrate on tax matters, such as advising 
companies of the tax advantages and disadvantages of certain business decisions and 
preparing individual income tax returns. Others are consultants who offer advice in areas 
such as compensation or employee healthcare benefits, the design of accounting and data- 
processing systems, and the selection of controls to safeguard assets. Some specialize in 
forensic accounting-investigating and interpreting bankruptcies and other complex financial 
transactions. Still others audit clients’ financial statements and report to investors and 
authorities that the statements have been correctly prepared and reported. Public 
accountants, many of whom are Certified Public Accountants (CPAs), generally have their 
own businesses or work for public accounting firms. 
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Management accountants-also called industrial, corporate, or private accountants-record 
and analyze the financial information of the companies for which they work. Other 
responsibilities include budgeting, performance evaluation, cost management, and asset 
management. Usually, management accountants are part of executive teams involved in 
strategic planning or new-product development. They analyze and interpret the financial 
information that corporate executives need to make sound business decisions. They also 
prepare financial reports for non-management groups, including stockholders, creditors, 
regulatory agencies, and tax authorities. Within accounting departments, they may work in 
various areas including financial analysis, planning and budgeting, and cost accounting. 


Many persons with an accounting background work in the public sector. Government 
accountants and auditors maintain and examine the records of government agencies and 
audit private businesses and individuals whose activities are subject to government 
regulations or taxation. Accountants employed by Federal, State, and local governments 
guarantee that revenues are received and expenditures are made in accordance with laws 
and regulations. Those who are employed by the Federal Government may work as Internal 
Revenue Service agents or in financial management, financial institution examination, or 
budget analysis and administration. 


Internal auditing is an increasingly important area of accounting and auditing. Internal 
auditors verify the accuracy of their organization’s records and check for mismanagement, 
waste, or fraud. Specifically, they examine and evaluate their firms’ financial and 
information systems, management procedures, and internal controls to ensure that records 
are accurate and controls are adequate to protect against fraud and waste. They also 
review company operations-evaluating their efficiency, effectiveness, and compliance with 
corporate policies and procedures, laws, and government regulations. There are many 
types of highly specialized auditors, such as electronic data processing, environmental, 
engineering, legal, insurance premium, bank, and healthcare auditors. As computer 
systems make information more timely, internal auditors help managers to base their 
decisions on actual data, rather than personal observation. Internal auditors also may 
recommend controls for their organization’s computer system to ensure the reliability of the 
system and the integrity of the data. 


Computers are rapidly changing the Nature of the Work for most accountants and auditors. 
With the aid of special software packages, accountants summarize transactions in standard 
formats for financial records and organize data in special formats for financial analysis. 
These accounting packages greatly reduce the amount of tedious manual work associated 
with data management and record keeping. Personal and laptop computers enable 
accountants and auditors to be more mobile and to use their clients’ computer systems to 
extract information from large mainframe computers. As a result, a growing number of 
accountants and auditors have extensive computer skills and specialize in correcting 
problems with software or in developing software to meet unique data management and 
analytical needs. Accountants also are beginning to perform more technical duties, such as 
implementing, controlling, and auditing systems and networks, and developing technology 
plans and budgets. 
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Accountants also are increasingly assuming the role of a personal financial advisor. They 
not only provide clients with accounting and tax help, but also help them develop a personal 
budget, manage assets and investments, plan for retirement, and recognize and reduce 
exposure to risks. This role is a response to demands by clients for one trustworthy 
individual or firm to meet all of their financial needs. (See the Handbook statement on 
financial analysts and personal financial advisors.) 


Working Conditions 


Most accountants and auditors work in a typical office setting. Self-employed accountants 
may be able to do part of their work at home. Accountants and auditors employed by public 
accounting firms and government agencies may travel frequently to perform audits at 
branches of their firm, clients’ places of business, or government facilities. 


Most accountants and auditors generally work a standard 40-hour week, but many work 
longer hours, particularly if they are self-employed and have numerous clients. Tax 
specialists often work long hours during the tax season. 


Employment 


Accountants and auditors held about 976,000 jobs in 2000. They worked throughout private 
industry and government, but almost 1 out of 4 salaried accountants worked for accounting, 
auditing, and bookkeeping firms. Approximately 3 out of 25 accountants or auditors were 
self-employed. 


Many accountants and auditors are unlicensed management accountants, internal auditors, 
or government accountants and auditors; however, a large number are licensed Certified 
Public Accountants. Most accountants and auditors work in urban areas, where public 
accounting firms and central or regional offices of businesses are concentrated. 


Some individuals with backgrounds in accounting and auditing are full-time college and 
university faculty; others teach part time while working as self-employed accountants or as 
salaried accountants for private industry or government. (See the Handbook statement on 
teachers-postsecondary. ) 


Training, Other Qualifications, and Advancement 


Most accountant and internal auditor positions require at least a bachelor’s degree in 
accounting or a related field. Beginning accounting and auditing positions in the Federal 
Government, for example, usually require four years of college (including 24 semester 
hours in accounting or auditing) or an equivalent combination of education and experience. 
Some employers prefer applicants with a master’s degree in accounting or with a master’s 
degree in business administration with a concentration in accounting. 


Previous experience in accounting or auditing can help an applicant get a job. Many 
colleges offer students an opportunity to gain experience through summer or part-time 
internship programs conducted by public accounting or business firms. In addition, practical 
knowledge of computers and their applications in accounting and internal auditing is a great 
asset for jobseekers in the accounting field. 
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Professional recognition through certification or licensure provides a distinct advantage in 
the job market. All CPAs must have a certificate, and any partners in their firm must have 
licenses issued by a State Board of Accountancy. The vast majority of States require CPA 
candidates to be college graduates, but a few States substitute a number of years of public 
accounting experience for a college degree. Based on recommendations made by the 
American Institute of Certified Public Accountants, 38 States currently require CPA 
candidates to complete 150 semester hours of college coursework-an additional 30 hours 
beyond the usual 4-year bachelor’s degree. Most States have adopted similar legislation 
that will become effective in the future. Many schools have altered their curricula 
accordingly, and prospective accounting majors should carefully research accounting 
curricula and the requirements of any States in which they hope to become licensed. 


All States use the four-part Uniform CPA Examination prepared by the American Institute of 
Certified Public Accountants (AICPA). The 2-day CPA examination is rigorous, and only 
about one-quarter of those who take it each year pass every part they attempt. Candidates 
are not required to pass all four parts at once, but most States require candidates to pass at 
least two parts for partial credit and to complete all four sections within a certain period. 
Most States also require applicants for a CPA certificate to have some accounting 
experience. 


The AICPA also offers members with valid CPA certificates the option to receive the 
Accredited in Business Valuation (ABV), Certified Information Technology Professional 
(CITP), or Personal Financial Specialist (PFS) designations. The addition of these 
designations to the CPA distinguishes those accountants with a certain level of expertise in 
the nontraditional areas of business valuation, technology, or personal financial planning, in 
which accountants are practicing more frequently. The ABV designation requires a written 
exam, as well as completion of a minimum of 10 business valuation projects that 
demonstrate a candidate’s experience and competence. The CITP requires payment of a 
fee, a written statement of intent, and the achievement of a set number of points awarded 
for business experience and education. Those who do not meet the required number of 
points may substitute a written exam. Candidates for the PFS designation also must 
achieve a certain level of points, based on experience and education, and must pass a 
written exam and submit references, as well. 


Nearly all States require CPAs and other public accountants to complete a certain number 
of hours of continuing professional education before their licenses can be renewed. The 
professional associations representing accountants sponsor numerous courses, seminars, 
group study programs, and other forms of continuing education. 


Accountants and auditors also can seek to obtain other forms of credentials from 
professional societies on a voluntary basis. Voluntary certification can attest to professional 
competence in a specialized field of accounting and auditing. It also can certify that a 
recognized level of professional competence has been achieved by accountants and 
auditors who acquired some skills on the job, without the formal education or public 
accounting work experience needed to meet the rigorous standards required to take the 
CPA examination. 
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The Institute of Management Accountants (IMA) confers the Certified Management 
Accountant (CMA) designation upon applicants who complete a bachelor’s degree or attain 
a minimum score on specified graduate school entrance exams. Applicants also must pass 
a four-part examination, agree to meet continuing education requirements, comply with 
standards of professional conduct, and have worked at least 2 years in management 
accounting. The CMA program is administered by the Institute of Certified Management 
Accountants, an affiliate of the IMA. 


Graduates from accredited colleges and universities who have worked for 2 years as 
internal auditors and have passed a four-part examination may earn the Certified Internal 
Auditor (CIA) designation from the Institute of Internal Auditors. Similarly, the Information 
Systems Audit and Control Association confers the Certified Information Systems Auditor 
(CISA) designation upon candidates who pass an examination and have 5 years of 
experience in auditing electronic data-processing systems. Auditing or data-processing 
experience and a college education may be substituted for up to 2 years of work experience 
in this program. The Accreditation Council for Accountancy and Taxation, a satellite 
organization of the National Society of Public Accountants, confers three designations- 
Accredited in Accountancy (AA), Accredited Tax Advisor (ATA), and Accredited Tax 
Preparer (ATP). Candidates for the AA must pass an exam, while candidates for the ATA 
and ATP must complete the required coursework and pass an exam. Often, a practitioner 
will hold multiple licenses and designations. For instance, an internal auditor might be a 
CPA, CIA, and CISA. 


The Association of Government Accountants grants the Certified Government Financial 
Manager (CGFM) designation for accountants, auditors, and other government financial 
personnel at the Federal, State, and local levels. Candidates must have a minimum of a 
bachelor’s degree, 24 hours of study in financial management, and 2 years’ experience in 
government, and must pass a series of three exams. The exams cover topics in 
governmental environment; governmental accounting, financial reporting, and budgeting; 
and financial management and control. 


Persons planning a career in accounting should have an aptitude for mathematics and be 
able to analyze, compare, and interpret facts and figures quickly. They must be able to 
clearly communicate the results of their work to clients and managers. Accountants and 
auditors must be good at working with people, as well as with business systems and 
computers. Because millions of financial statement users rely on their services, accountants 
and auditors should have high standards of integrity. 


Capable accountants and auditors may advance rapidly; those having inadequate academic 
preparation may be assigned routine jobs and find promotion difficult. Many graduates of 
junior colleges and business and correspondence schools, as well as bookkeepers and 
accounting clerks who meet the education and experience requirements set by their 
employers, can obtain junior accounting positions and advance to positions with more 
responsibilities by demonstrating their accounting skills on the job. 
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Beginning public accountants usually start by assisting with work for several clients. They 
may advance to positions with more responsibility in 1 or 2 years, and to senior positions 
within another few years. Those who excel may become supervisors, managers, or 
partners; open their own public accounting firms; or transfer to executive positions in 
management accounting or internal auditing in private firms. 


Management accountants often start as cost accountants, junior internal auditors, or 
trainees for other accounting positions. As they rise through the organization, they may 
advance to accounting manager, chief cost accountant, budget director, or manager of 
internal auditing. Some become controllers, treasurers, financial vice presidents, chief 
financial officers, or corporation presidents. Many senior corporation executives have a 
background in accounting, internal auditing, or finance. 


In general, public accountants, management accountants, and internal auditors have much 
occupational mobility. Practitioners often shift into management accounting or internal 
auditing from public accounting, or between internal auditing and management accounting. 
However, it is less common for accountants and auditors to move from either management 
accounting or internal auditing into public accounting. 


Job Outlook 


Accountants and auditors who have earned professional recognition through certification or 
licensure should have the best job prospects. For example, Certified Public Accountants 
should continue to enjoy a wide range of job opportunities, especially as more States 
require candidates to have 150 hours of college coursework, making it more difficult to 
obtain this certification. Similarly, Certified Management Accountants should be in demand 
as their management advice is increasingly sought. Applicants with a master’s degree in 
accounting, or a master’s degree in business administration with a concentration in 
accounting, also will have an advantage in the job market. 


Proficiency in accounting and auditing computer software, or expertise in specialized areas 
such as international business, specific industries, or current legislation, also may be helpful 
in landing certain accounting and auditing jobs. In addition, employers increasingly seek 
applicants with strong interpersonal and communication skills. Because many accountants 
work on teams with others from different backgrounds, they must be able to communicate 
accounting and financial information clearly and concisely. Regardless of one’s 
qualifications, however, competition will remain keen for the most prestigious jobs in major 
accounting and business firms. 


Employment of accountants and auditors is expected to grow about as fast as the average 
for all occupations through the year 2010. In addition to openings resulting from growth, the 
need to replace accountants and auditors who retire or transfer to other occupations will 
produce numerous job openings annually in this large occupation. 
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As the economy grows, the number of business establishments will increase, requiring 
more accountants and auditors to set up books, prepare taxes, and provide management 
advice. As these businesses grow, the volume and complexity of information developed by 
accountants and auditors regarding costs, expenditures, and taxes will increase as well. 
More-complex requirements for accountants and auditors also arise from changes in 
legislation related to taxes, financial reporting standards, business investments, mergers, 
and other financial matters. The growth of international business also has led to more 
demand for accounting expertise and services related to international trade and accounting 
rules, as well as to international mergers and acquisitions. These trends should create more 
jobs for accountants and auditors. 


The changing role of accountants and auditors also will spur job growth. In response to 
market demand, these financial specialists will offer more financial management and 
consulting services as they take on a greater advisory role and develop more sophisticated 
and flexible accounting systems. By focusing on analyzing operations, rather than simply 
providing financial data, accountants will help to boost demand for their services. Also, 
internal auditors will increasingly be needed to discover and eliminate waste and fraud. 


However, these trends will be offset somewhat by a decrease in the demand for traditional 
services and by the growing use of accounting software. Accountants will spend less time 
performing audits, due to potential liability and relatively low profits, and will shift away from 
tax preparation, due to the increasing popularity of tax preparation firms and software. As 
computer programs continue to simplify some accounting-related tasks, clerical staff will 
increasingly handle many routine calculations. 


Earnings 


In 2000, the median annual earnings of accountants and auditors were 43,500. The middle 
half of the occupation earned between 34,290 and 56,190. The top 10 percent of 
accountants and auditors earned more than 73,770, and the bottom 10 percent earned less 
than 28,190. In 2000, median annual earnings in the industries employing the largest 
numbers of accountants and auditors were: 


Computer and data processing services 47,110 
Accounting, auditing, and bookkeeping 45,890 
Federal government 44,380 
Local government 41,240 
State government 40,780 


According to a salary survey conducted by the National Association of Colleges and 
Employers, bachelor’s degree candidates in accounting received starting offers averaging 
39,397 a year in 2001; master’s degree candidates in accounting were initially offered 
43,272. 
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According to a 2001 salary survey conducted by Robert Half International, a staffing 
services firm specializing in accounting and finance, accountants and auditors with up to 

1 year of experience earned between 29,250 and 40,250. Those with 1 to 3 years of 
experience earned between 33,500 and 47,750. Senior accountants and auditors earned 
between 39,250 and 9,500; managers earned between 46,750 and 76,750; and directors of 
accounting and auditing earned between 60,500 and 106,500 a year. The variation in 
salaries reflects differences in size of firm, location, level of education, and professional 
credentials. 


In the Federal Government, the starting annual salary for junior accountants and auditors 
was 21,947 in 2001. Candidates who had a superior academic record might start at 27,185, 
while applicants with a master’s degree or 2 years of professional experience usually began 
at 33,254. Beginning salaries were slightly higher in selected areas where the prevailing 
local pay level was higher. Accountants employed by the Federal Government in 
nonsupervisory, supervisory, and managerial positions averaged 64,770 a year in 2001; 
auditors averaged 67,180. 


Related Occupations 


Accountants and auditors design internal control systems and analyze financial data. 
Others for whom training in accounting is invaluable include budget analysts; cost 
estimators; loan officers; financial analysts and personal financial advisors; tax examiners, 
collectors, and revenue agents; bill and account collectors; and bookkeeping, accounting, 
and auditing clerks. Recently, accountants increasingly have taken on the role of 
management analyst. 


Sources of Additional Information 


Information about careers in certified public accounting and CPA standards and 
examinations may be obtained from: 


> American Institute of Certified Public Accountants, 1211 Avenue of the Americas, 
New York, NY 10036. Internet: http:/www.aicpa.org 


Information on CPA licensure requirements by State may be obtained from: 


> National Association of State Boards of Accountancy, 150 Fourth Ave. North, 
Suite 700, Nashville, TN 37219-2417. Internet: http://)www.nasba.org 


Information on careers in management accounting and the CMA designation may be 
obtained from: 


> Institute of Management Accountants, 10 Paragon Dr., Montvale, NJ 07645-1760. 
Internet: http://www.imanet.org 


Information on the Accredited in Accountancy, Accredited Business Accountant, Accredited 
Tax Advisor, or Accredited Tax Preparer designations may be obtained from: 


> Accreditation Council for Accountancy and Taxation, 1010 North Fairfax St., 
Alexandria, VA 22314. Internet: http://www.acatcredentials.org 
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Information on careers in internal auditing and the CIA designation may be obtained from: 


>» The Institute of Internal Auditors, 249 Maitland Ave., Altamonte Springs, FL 32701- 
4201. Internet: http://www.theiia.org 


Information on careers in information systems auditing and the CISA designation may be 
obtained from: 


» The Information Systems Audit and Control Association, 3701 Algonquin Rd., 
Suite 1010, Rolling Meadows, IL 60008. Internet: http://www.isaca.org 


Information on careers in government accounting and on the CGFM designation may be 
obtained from: 


>» Association of Government Accountants, 2208 Mount Vernon Ave., Alexandria, VA 
22301. Internet: http:/;www.agacgfm.org 


Information on obtaining an accounting position with the Federal Government is available 
from the Office of Personnel Management (OPM) through a telephone-based system. 
Consult your telephone directory under U.S. Government for a local number or call (912) 
757-3000; Federal Relay Service: (800) 877-8339. The first number is not toll free, and 
charges may result. Information also is available from the OPM Internet site: 
http://www.usajobs.opm.gov. 
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Suggested Interview Questions 


1. To whom do you report? 


Who reports to you? 


3. What are your budget accountabilities — both budget dollars and the value of assets 
under your control? 

4. What are your principal duties and responsibilities? 

5. What is the most important task you perform? 

6. Howdo you spend most of your time? 

7. From where do your work assignments come? Where or to whom do you send 


completed work? 
8. What is the most challenging aspect of your job? 
9. What tasks should be completed before the work comes to you? 
10. What do you do to add to the quality of the products (or service)? 
11. What tasks do you feel are redundant or unnecessary? 
12. How can work flow be improved? 


13. How would you change the work flow to expedite the process without decreasing 
quality? 


14. What could be handled differently to reduce expenses or costs? 


15. Are there any formal guidelines, regulations, policies, etc., that you must follow in 
fulfilling your job responsibilities? 


16. About what decisions would you consult or notify your boss before taking action? 
17. How does this job challenge your creativity and problem-solving abilities? 


18. With whom do you have regular contact, both inside and outside the organization? 
What is the reason for the contact? 


19. What qualifications would your replacement need, in terms of knowledge and 
experience, to perform your job at a competent level? 


20. Describe the physical conditions in which you work (if appropriate). 


21. How would you answer the question, “Why does my job exist?” 
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Example of an 
Open-Ended Questionnaire 


XYZ COMPANY 
JOB ANALYSIS QUESTIONNAIRE 


This questionnaire is designed to outline your job responsibilities and duties plus the job 
specifications including the training, education and experience required to perform the job 
competently. Please read the entire questionnaire before answering any of the questions. 
The information you provide will be reviewed by your supervisor or manager and then 
returned to Human Resources which will use this information to prepare a job description. 
The description will have a number of uses in the organization including salary 
administration and performance appraisal. The job information you provide is important. 
If you have any questions, please contact a member of the Human Resources staff. 


GENERAL INFORMATION 


NAME EMPLOYEE NUMBER 


JOB TITLE DEPARTMENT/LOCATION 


GENERAL SUMMARY 


Please summarize the primary purpose of your job in four to seven sentences. This section 
of the questionnaire should describe the major overall end results (what is done) and the 
key means by which you achieve these end results (why and how it is done). 
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EXAMPLE OF AN OPEN-ENDED QUESTIONNAIRE 


PRINCIPAL DUTIES AND RESPONSIBILITIES 


Please describe the principal duties and responsibilities which are part of your job. Provide 
as much detail as necessary to give an accurate, complete picture of the job. Do not list 
occasional responsibilities which individually consume less than five percent of your time. 
Next to each duty or responsibility, indicate the approximate percentage of time you spend 
performing that duty. These percents should total 100 percent. Use additional pages if 
necessary. 


Percent 
of Time Duty or Responsibility 


SUPERVISORY RESPONSIBILITY 


Supervisory responsibility refers to direct line control over a group of staff members 
including such matters as recruiting and selection, compensation and promotion, 
performance appraisal and termination. Do you have supervisory authority? 


(check one) Yes No 
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EXAMPLE OF AN OPEN-ENDED QUESTIONNAIRE 


If yes, please complete the following information, or attach a copy of your most recent 
organization chart. 


If no, please go to the next question. 


Subordinate’s Job Title Number of Staff 


Total number of staff you ultimately supervise 


DECISION MAKING 


Please describe the types of decisions that you generally make and whether you are the 
final authority or participate in the decision with authority. Also comment on any functional 
advisory responsibilities you have. Explain the nature of your influence over staff members 
in other groups. 
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EXAMPLE OF AN OPEN-ENDED QUESTIONNAIRE 


BUDGET RESPONSIBILITY 


Please describe the major financial responsibilities in your job including the budget or 
expenditures you administer. Include the approximate dollars by category in thousands. 
(Example: staff salaries 150K) 


Approx. Dollar 
Amount in 
Thousands Description of Item 


INGENUITY 


Comment on the elements of your position which require creativity, resourcefulness or 
inventiveness. List examples of original and independent thinking required to originate or 
develop new methods, programs, techniques or procedures. 


COMMUNICATIONS 


Describe the purpose, extent and frequency of your business contacts, both internal and 
external. 
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EXAMPLE OF AN OPEN-ENDED QUESTIONNAIRE 


JOB SPECIFICATIONS 


Describe the minimum education and experience required to perform your job competently. 
This may not be the amount of education and experience you personally have at this time. 
But if the organization were looking to fill your job, what are the qualifications a person 
should have? Include any certifications in “other’. 


Education (Check one) 


High School Bachelor's Degree Ph.D. 
High School Plus Master's Degree Other 


Associate’s Degree 


If a degree requirement is stated (Associate through Ph.D.) indicate the appropriate 
academic discipline or field of study. 


Experience 


Describe the previous experience in addition to the preparation and training you indicated 
above that you feel is necessary to perform the job competently. 


TO BE COMPLETED BY YOUR MANAGER 


Please review this position questionnaire for completeness and accuracy. Make any 
additions and/or corrections in the comments section provided below and sign and date. 
Then, return the completed questionnaire to Human Resources. Thank you for your 
assistance. 


GR3 @ APP 2.15 


© WorldatWork. All rights reserved. 


Example of a 
Highly Structured 
Questionnaire 


14. 


A 


Tasks 


Define operational steps required in new computer programs. 


Design data search strategies which minimize input and output 
operations. 


Construct detailed breakdowns and flow charts in preparation for 
writing computer programming specifications. 


Define systems testing data base requirements. 


Design configuration diagrams to customize vendor supplied 
software for use in specialized company applications. 


Construct block diagrams to show proposed relationships between 
computer mainframe and input/output equipment. 


Define requirements for acceptance test files. 


Use insurance processing manuals and agent'’s portfolio to design 
programming and test approach in system design. 


Determine test requirements, during initial design phase, for 
complex systems and their interface with other systems. 


. Design methods to interface word processing systems with other 


systems (e.g., phototypesetting). 


. Apply relational data base concepts to the design of data base files. 


. Design automated scheduling systems to document training 


programs, trainees, and training needs. 


. Determine data representation (numerical, alphabetic, 


computational mode) for information to be included in a 
data base. 


Perform a logical data base design, to provide efficient storage 
while allowing room for data growth. 


. Design and provide specifications for private microwave systems. 


. Design systems to support new applications on the electronic mail 


distribution network. 


. Review user requirements and data base content to define 


and establish structure and content of management information 
reports. 
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Darken circle 
If you do 
NOT perform 
Task (zero 

Time spent 

And zero 
Importance) 
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B Cc 

Indicate Indicate 

Relative Amount 

Time spent. Of guidance 
Received. 


Much less than other tasks 

About the same as other tasks 
Much more than other tasks 
Almost no guidance or assistance 
Infrequent guidance or assistance 
Regular guidance or assistance 
Constant guidance or assistance 


Somewhat less 
Somewhat more 


QMQOOS D@@O® 
WQOOO OOO® 


QMQOO A@O® 
QMQOGO DOO® 
QQOGO DOO® 


QMQ@OOO DOO® 


M@OOO OOO@ 
QQO®D Q@O® 


WOOO DOO® 
WQ@OWO MOO@ 


QWQOOO D@O® 
QQOOO D@O® 


QQOSD D@O® 


MOO OOO@ 


QMQ@OOO OOO@ 
QQOGO Q@O® 


M@O@O O@O® 


30. 


31. 


A 
Darken circle 


If you do 


NOT perform 
Task (zero 
Time spent 


And zero 


Importance) 


Tasks (Cont'd) 


Develop application programs for processing insurance transactions. 


Develop program control blocks to delimit/limit user access to data 
segments and/or fields. 


Generate Information Management System (IMS) control blocks 
for applications programming areas. 


. Develop naming standards for data fields, files, and programs. 


. Define and write programs to integrate data base systems with 


applications programs. 
Develop message design formats to support user requirements. 


Devise, develop, and install applications to be performed on word 
processing systems. 


. Develop and document an acceptance test plan. 


Develop insurance acceptance testing data flows. 


. Develop data base performance standards. 


Develop work flow diagrams for planning new operations. 


Develop new testing techniques for applications programs that 
simulate processing conditions. 


Develop procedures to save, recall, or modify test cases for 
future uses. 


Create standards for use of software packages. 
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EXAMPLE OF A HIGHLY STRUCTURED QUESTIONNAIRE 


B Cc 

Indicate Indicate 

Relative Amount 

Time spent. Of guidance 
Received. 


Much less than other tasks 

About the same as other tasks 
Much more than other tasks 
Almost no guidance or assistance 
Infrequent guidance or assistance 
Regular guidance or assistance 
Constant guidance or assistance 


Somewhat less 
Somewhat more 


MQ@OO D@O® 
QMQ@O@L D@O® 


WMQ@OL D@O® 
WQO@L D@O® 
WQO@G D@O® 


WQOOWS M@O® 
WQOGO DOO 


M@OO DOO 
M@OOO O@O® 
M@OOO D@O® 
MQ@OOO OC@O®@ 
W@OWO DOO@ 


VMQOOO DOO@ 
MOO DOO@ 


(blank) 
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Exercise — Identifying Level Cutters 


Drafter 


Prepares simple drawings 
Principal Duties of easily visualized parts 


Traces or copies drawings 


Complexity 
Independent Simple revisions with verbal 
Judgment explanation of desired 
results 
Six months experience 
Skill 
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Senior Drafter 


Prepares complete sets of 
complex product drawings 
with multiple views 


Visualize and display 
complex designs 


Independently resolves 
problems encountered. 
Supervises two drafters. 


Two to three years 
experience 
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Exercise — Job Description Revision 


Text changes are shown in italics. 


Company XYZ 
Job Description 


Job Title: Compensation Administrator Department: Effective Date: 
Human Resources 10/6/XX 


Reports to: HR Manager Working conditions: Job Group Category: 
Direct reports: Department Normal, no adverse or Exempt 
Administrative Assistant hazardous conditions 


Primary Purpose: Summany-ofmajorreasenthis job exists 
Handle-alt Under general direction, oversees activities related to the-company’s salary administration 


and programthe performance appraisal program_and other various-duties_as_assigned. 
Spe es hate ang ee. renner noe eee 


Handie the-companys Oversees pay and performance appraisal program. 
the-salarysurveys_used by the company in market pricing Participates in 


and analyzes results of salary surveys used by the company in market pricing. 
Responds ing to requests ferinformation about salaries, job grades, ranges, etc. 
Prepares the monthly new hire, termination and transfer reports. 


Recommends #ke proper grades for new or revised jobs on the basis of the market surveys 


assigned personnel 
Reviews proposed salary actions for policy conformance tO COMP aH 5 Sataenehes PONCy. 
etepaies or revises the job descriptions as feduestee & mobo agers 

m. Coordinates activities of performance 
management program. 
May perform other duties as assigned. 


Job Specifications: Knowledge, skills and abilities normally required for competent performance in 
the job. 


* College degree or equivalent experience in business administration 
* 1-2 years experience in salary administration 

* Interpersonal skills fo resolve sensitive issues with employees 

* Weiting-skills- Verbal and written communication skills 


* Basic computer skills such as word processing and spreadsheet applications 


Review and Approval: Indicates review by incumbent and approval by supervisor. 


Employee: Date: 


Supervisor: Date: 


Human Resources Review: Date: 
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Action Words 


Accepts 
Accounts 
Accumulates 
Achieves 


Acknowledges 


Acquires 
Activates 
Acts 
Adapts 
Adjusts 


Administers 
Adopts 
Advises 


Advocates 
Affirms 
Aligns 
Allots 
Alters 
Amends 
Analyzes 
Answers 
Anticipates 
Applies 
Appoints 
Appraises 
Approves 


Arranges 
Ascertains 
Assembles 
Assesses 
Assigns 
Assists 
Assumes 
Assures 
Attaches 


To receive as true; to regard as proper, normal, inevitable. 

To give a report on; to furnish a justifying analysis or explanation. 
To collect; to gather. 

To bring to a successful conclusion. 

To report the receipt of. 

To come into possession of. 

To mobilize; to set into motion. 

To perform a specified function. 

To suit or fit by modification. 


To bring to a more satisfactory state; to bring the parts of something to a true or 
more effective position. 


To manage or direct the execution of affairs. 
To take up and practice as one’s own. 


To recommend a course of action; to offer an informed opinion based on specialized 
knowledge. 


To recommend or speak in favor of. 

To assert positively; to confirm. 

To arrange in a line; to array. 

To assign as a share. 

To make different without changing into something else. 
To change or modify for the better. 

To separate into elements and critically examine. 

To speak or write in reply. 

To foresee and deal with in advance. 

To put to use for a purpose; to employ diligently or with close attention. 
To name officially. 

To give an expert judgment of worth or merit. 


To accept as satisfactory; to exercise final authority with regard to commitment of 
resources. 


To prepare for an event; to put in proper order. 

To find out or discover through examination; to find out or learn for a certainty. 
To collect or gather together in a predetermined order from various sources. 
To determine value of; to evaluate. 

To specify or designate tasks or duties to be performed by others. 

To help or aid others in the performance of work. 

To undertake; to take for granted. 

To give confidence; to make certain of. 

To connect; to bind or affix to. 
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ACTION WORDS 


Attains 
Attends 
Audits 
Awards 
Balances 


Batches 
Budgets 
Builds 
Calculates 
Calls 
Cancels 
Certifies 
Charts 
Checks 
Circulates 
Clarifies 
Classifies 
Clears 
Closes 
Codes 
Collaborates 
Collates 
Collects 
Communicates 
Compares 
Compiles 
Completes 
Complies 
Composes 


Computes 
Concurs 
Condenses 
Conducts 
Confers 
Confirms 
Consolidates 
Constructs 


To come into possession of; to arrive at. 
To be present. 

To examine officially with intent to verify. 
To confer or bestow. 


To compute the difference between the debits and credits of an account; to reconcile 


accounts. 

To assemble into a group for one operation. 

To plan expenditures. 

To construct. 

To make a mathematical computation. 

To communicate with by telephone; to summon; to announce. 

To mark out; to invalidate. (Printing — to delete). 

To confirm as accurate or true. 

To draw or plot data (as on a graph); to make a detailed plan. 

To verify; to compare with a source. 

To pass from person to person or place to place. 

To make easier to understand; to explain. 

To arrange or organize according to systematic groups, classes or categories. 
To gain approval of others; to free from obstruction; to authorize; to get rid of. 
To bring to a conclusion; to bar passage; to shut; to suspend or to stop operations. 
To use symbols (letters or numbers) to represent words. 

To work jointly with; to cooperate with others. 

To organize or assemble in a predetermined sequence. 

To gather. 

To impart a verbal or written message; to transmit information. 

To examine for the purpose of discovering resemblances or differences. 

To put together information; to collect from other documents. 

To finish; to carry out fully. 

To act in accordance with rules, requests. 


To make by putting parts together; to create; to write 
(an original letter, report, instructions). 


To determine or calculate mathematically. 

To agree with a position, statement, action or opinion. 
To make more compact. 

To carry on; to direct the execution of. 

To compare views; to consult. 

To give approval to; to assure the validity of. 

To bring together. 


To make or form by combining parts; to draw with suitable instruments and under 
specified conditions. 
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ACTION WORDS 


Consults 
Contacts 
Contributes 
Controls 


Converts 


Conveys 
Convinces 
Coordinates 
Copies 
Corrects 
Correlates 
Corresponds 
Counsels 
Creates 
Debugs 


Decides 
Delegates 


Deletes 
Delivers 
Demonstrates 
Describes 


Designs 
Determines 
Develops 
Devises 


Dictates 
Directs 


Disciplines 


Discusses 
Dispatches 
Displays 
Disposes 
Disseminates 


To seek advice of others; to give professional advice or services. 
To communicate with. 
To supply or give something; to submit for publication. 


To measure, interpret and evaluate actions for conformance with plans or desired 
results. 


To alter the physical or chemical nature of something; to alter for more effective 
utilization. 


To move from one place to another; to transport; to communicate. 

To persuade; to cause others to believe something, using evidence and/or argument. 
To regulate, adjust or combine the actions of others to attain harmony. 

To duplicate an original. 

To make or set right; to alter or adjust to conform to a standard. 

To establish or demonstrate a casual, complimentary, parallel or reciprocal relation. 
To communicate with. 

To advise; to consult with. 

To bring into existence; to produce through imaginative skill. 


To detect, locate and remove mistakes from a routine of malfunctions from a 
computer. 


To arrive at a solution; to bring to a definitive end. 


To commission another to perform tasks or duties which may carry specific degree of 
accountability and authority. 


To strike out or remove. 
To set free; to convey; to send to an intended destination. 
To illustrate and explain, especially with examples. 


To represent by a figure, model or picture; to trace the outline of; to give an account 
of in words. 


To conceive, create and execute according to plan. 
To resolve; to fix conclusively or authoritatively. 
To disclose, discover, perfect or unfold a plan or idea. 


To form in the mind by new combinations or applications of ideas or principles; to 
invent. 


To read or speak information to be recorded or written by another. 


To guide work operations through the establishment of objectives, policies, rules, 
practices, methods and standards. 


To penalize individuals or groups whose behavior is contrary to established 
rules/regulations. 


To exchange views for the purpose of arriving at a conclusion. 

To send off, or forward, to known destination or on specific business. 
To show; to spread before the view. 

To sell or get rid of. 

To spread or disperse information or ideas. 
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ACTION WORDS 


Distributes 
Diverts 
Drafts 
Draws 


Edits 


Elaborates 
Elects 
Eliminates 
Employs 


Encourages 
Endorses 
Engages 


Enlists 
Ensures 
Establishes 
Estimates 
Evaluates 
Examines 
Exchanges 
Excludes 
Executes 
Exercises 


Expedites 
Extends 
Extracts 
Facilitates 
Feeds 


Files 
Finalizes 
Finds 
Follows up 
Forecasts 
Formulates 
Fosters 


To deliver to proper destination. 
To turn from one course or to use another. 
To prepare papers or documents in preliminary form. 


To compose or write up, following a set procedure or form (as in a contract); 
to pull or move something. 


To revise and prepare material (written, film, tape, sound track) for publication or 
display. 


To work out in detail; to give details. 
To choose or select carefully. 
To get rid of; to set aside as unimportant. 


To make use of; to use or engage the services of; to provide with a job that pays a 
wage or salary. 


To inspire with spirit, hope; to give help or patronage to. 
To support or recommend. 


To interlock with; to mesh; to provide occupation for; to arrange to obtain the use or 
services of. 


To engage for duty; to secure the support and aid of. 

To make sure, certain or safe; to guarantee. 

To bring into existence. 

To forecast future requirements. 

To determine or fix the value of. 

To inspect closely. 

To give or take one thing in return for another. 

To shut out; to bar from participation, consideration or inclusion. 
To put into effect; to carry out. 


To exert influence; to train by drills and maneuvers; to use repeatedly in order to 
strengthen and develop. 


To accelerate the process or progress of. 

To total columns. (Bookkeeping term) 

To draw forth; to withdraw; to separate; to determine by calculation. 
To make easier. 


To move into a machine or opening in order to be used or processed; to furnish with 
something essential for growth, sustenance, maintenance or operation. 


To arrange in a methodical manner; to rub smooth or cut away with a tool. 
To put in finished form. 

To encounter; to come upon by searching or effort. 

To pursue closely in order to check progress. 

To predict; to estimate in advance. 

To develop or devise. 

To promote the growth or development of. 
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ACTION WORDS 


Functions 
Furnishes 
Gathers 
Generates 
Governs 


Guarantees 
Guides 


Helps 
Hires 
Identifies 
Implements 
Imports 
Improves 
Indicates 
Informs 
Initiates 
Innovates 
Inserts 
Inspects 
Installs 


Institutes 
Instructs 
Integrates 
Interprets 
Interviews 
Inventories 
Invents 
Investigates 
Invests 
Issues 
Itemizes 
Joins 
Justifies 


Keeps 
Leads 


To act or operate as; to serve. 

To provide what is needed; to supply. 

To collect; to harvest; to accumulate and place in order. 

To bring into existence; to originate by a vital or chemical process. 


To exercise continuous sovereign authority over; to control and direct the making and 


administration of authority over; to hold in check; to have decisive influence. 
To secure; to answer for the debt, default or miscarriage of. 


To show or lead the way to; to manage the affairs of; 
to influence the conduct or opinions of. 


To be of use to; to relieve; to remedy; to serve. 

To engage the service of for a set sum. 

To establish the identity of; to associate with some interest. 
To carry out; to execute a plan or program. 

To bring from a foreign or external source. 

To make something better. 

To show, demonstrate with precision. 

To communicate information to. 

To start; to introduce; to originate. 

To exercise creativity in introducing something new or in making changes. 
To put (something) into, between or among other materials. 
To examine or determine; to critically analyze for suitability. 


To place in office; to establish in an indicated place, condition or status; 
to set up for use in office. 


To establish in a position or office; to originate. 

To teach; to coach; to communicate knowledge; to direct or order. 
To unify; to make whole by putting all parts or elements together. 
To give the meaning of; to explain to others. 


To obtain facts or opinions through inquiry or examination or various sources. 


To catalog or to count and list. 

To think up or imagine; to create. 

To observe or study by close examination and systematic inquiry. 
To spend or use time, money or effort to achieve a future benefit. 
To put forth or to distribute officially. 

To list; to write down in detail. 

To put or bring together. 


To prove or show to be right or reasonable; to align words such that both left and 


right-hand margins are in line (typing term). 
To hold or retain; to maintain. 


To guide or direct on a course or in the direction of; to channel; 
to direct the operations of. 
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ACTION WORDS 


Lends 
Lets 
Lists 
Loads 


Locates 


Looks up 
Maintains 
Makes 


Manages 
Maps 
Markets 
Matches 


Mediates 
Merges 


Models 
Modifies 


Monitors 
Motivates 
Moves 


Names 
Negates 
Negotiates 
Neutralizes 
Notifies 
Nullifies 
Observes 
Obtains 
Occupies 
Omits 
Opens 


Operates 
Opposes 


To give for temporary use on condition that the same or its equivalent be returned. 
To allow; to rent or lease; to assign, especially after bids. 
To enumerate; to enter into a catalog with a selling price. 


To place in or on a means of conveyance; to increase the weight of by adding 
something heavy. 


To find, determine or specify by means of searching, examining or experimenting; 
to seek and find. 


To search for and find. 
To continue; to carry on; to keep in an existing state. 


To cause to happen to; to cause to exist, occur or appear; to create; to bring into 
being by forming, shaping or altering material. 


To handle, control; to alter by manipulation; to succeed in accomplishing. 
To make a survey of for the purpose of representing; to plan in detail. 
To expose for sale; to sell. 


To set in competition with; to provide with a worthy competitor; 
to cause to correspond. 


To interpose with parties to reconcile them; to reconcile differences. 


To combine items from two or more similarly ordered sets into one set that is 
arranged in the same order. 


To teach by personal example; to instruct by demonstration. 


To make less extreme; to limit or restrict the meaning of; 
to make minor change in. 


To watch, observe; to check for a specific purpose. 
To arouse or stimulate to action. 


To go from one point to another; to begin operating or functioning, 
or working in a usual way. 


To nominate; to speak about. 

To deny the existence or truth of; to cause to be ineffective or invalid. 
To confer with others with a view to reaching agreement. 

To destroy the effectiveness of; to nullify. 

To make known. 

To make of no value or consequence; to cancel out. 

To see, notice or watch something or someone. 

To acquire; to gain possession of. 

To take possession of; to fill. 

To leave out; to disregard. 


To make available for entry or passage; to make accessible; 
to expose to view; to disclose. 


To perform an activity or series of activities. 
To resist; to withstand; to place opposite or against. 
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ACTION WORDS 


Organizes 
Orients 


Originates 
Oversees 
Participates 
Performs 
Permits 
Persuades 
Pinpoints 


Places 
Plans 
Posts 
Practices 
Predicts 


Prepares 
Prescribes 
Presents 
Preserves 


Prevents 
Prices 
Proceeds 
Processes 


Procures 
Produces 
Programs 
Projects 


Promotes 
Proposes 
Provides 
Pulls 
Purchases 
Qualifies 
Quantifies 
Questions 


To arrange; to systematize or methodize. 


To cause to become aware of, familiar with, or adjusted to facts, principles 
procedure or situations. 


To create; to invent. 

To watch; to superintend, supervise. 

To take part in. 

To fulfill or carry out some action. 

To consent to; to authorize; to make possible. 

To move by argument or entreaty to a belief, position or course of action. 


To locate or aim with great precision or accuracy; to cause to stand out 
conspicuously. 


To locate and choose positions for. 

To devise or project the realization or achievement of a course of action. 
To record information in ledgers or other forms from another source. 

To perform or work at repeatedly in order to gain proficiency. 


To declare in advance; to foretell on the basis of observation, experience or scientific 
reason. 


To make ready for a particular purpose. 
To establish as a rule or guide. 
To introduce; to bestow; to lay as a charge before the court; to offer to view. 


To keep, guard, observe; to keep safe, protect; to keep free from decay; 
to maintain. 


To stop something from occurring; to take advance measures against. 
To fix, establish or find out the value of. 
To begin to carry out an action. 


To subject to some special treatment; to handle in accordance with a prescribed 
procedure. 


To obtain possession of; to bring about. 
To grow; to make, bear or yield something; to offer to view or notice; to exhibit. 
To arrange or work out a sequence of operations to be performed. 


To throw forward; to present for consideration; to communicate vividly, especially to 
an audience. 


To advance to a higher level or position. 

To form or declare a plan or intention. 

To supply what is needed. 

To haul, tow; to remove, as in filing. 

To buy or procure by committing organizational funds. 

To moderate; to alter the strength or flavor of; to limit or modify the meaning of. 
To make explicit the logical amount of; to determine or express the amount of. 
To interrogate; to doubt; to dispute; to inquire. 
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ACTION WORDS 


Rates 
Reads 


Receives 


Recommends 


Reconciles 


Reconstructs 


Records 
Recruits 
Rectifies 
Reduces 


Refers 


Refines 
Registers 
Reinforces 
Rejects 


Releases 
Remits 


Removes 
Renders 
Represents 
Reports 
Requisitions 
Rescinds 
Researches 
Responds 
Restricts 
Retrieves 
Reviews 
Revises 


Routes 
Salvages 
Satisfies 


To assess the value of; to appraise; to arrange in sequence of rank. 


To interpret; to scan; to study the movements of; to understand the meaning of; to 
utter aloud the printed written words of. 


To acquire, come into possession of. 

To advise or counsel a course of action; to offer or suggest for adoption. 
To adjust; to restore to harmony; to make congruous. 

To rebuild; to reorganize or reestablish. 

To register; to set down in writing. 

To seek out others to become new members or personnel. 

To correct by calculation or adjustment; to remedy; to set right. 


To narrow down; to diminish in size or amount; to abridge; 
to lower in grade or rank. 


To send or direct for aid, treatment, information or decision; 
to direct attention; to make reference to. 


To improve or perfect; to free from impurities. 
To enter in a record. 
To strengthen with additional forces or additions. 


To refuse to have, use or take for some purpose; to refuse to hear, 
receive or admit. 


To set free as in releasing information; to permit the publication or dissemination of. 


To send money in payment of; to submit or refer for consideration, judgment, 
decision or action. 


To change the location, station or residence of; to dismiss from office. 
To furnish an opinion; to answer. 

To act in the place of or for. 

To give an account of; to furnish information or data. 

To ask in writing for something that is needed. 

To make void; to repeal; to abrogate a contract by restoring pre-existing conditions. 
To inquire specifically, using involved and critical investigations. 

To make an answer; to show favorable reaction. 

To confine within bounds; to restrain. 

To regain; to rescue. 

To consider; to re-examine. 


To rework in order to correct or improve; to make a new, improved or up-to-date 
version. 


To forward; to schedule or dispatch. 
To rescue or save (as from wreckage or ruin). 


To carry out the terms of (a contract); to meet financial obligations; 
to make reparation to; to please. 
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ACTION WORDS 


Scans 


Schedules 
Screens 


Searches 
Secures 
Selects 
Sells 
Sends 
Serves 
Services 
Signs 
Simplifies 
Solicits 
Solves 
Sorts 


Specifies 
Spends 
Standardizes 


Stimulates 
Structures 
Studies 
Submits 
Summarizes 
Supervises 


Supplements 
Supplies 
Surveys 
Synthesizes 
Systematizes 
Tabulates 
Takes 


Tenders 
Tends 


To examine; to search a series of punched cards, tapes or a memory bank to locate 
specific data (computer usage). 


To plan a timetable; to fix time. 


To examine in orderly fashion to determine suitability or acceptability 
(as in appraising potential employees); to cull. 


To examine; to probe; to make a thorough examination or investigation of. 
To gain possession of; to guarantee; to make safe. 

To choose the best suited. 

To give up property to another for money or other valuable consideration. 
To dispatch by a means of communication; to convey. 

To assist; to be of use; to hold office. 

To adjust; to repair or maintain. 

To formally approve a document by affixing a signature. 

To clarify; to reduce to basic essentials. 

To approach with a request or plea; to strongly urge. 

To find a solution for. 


To separate or arrange according to a scheme; 
to rank by kind, class, division, etc. 


To state precisely in detail or to name explicitly. 
To use up or pay out. 


To bring into conformity to something established by authority, custom or general 
consent as a model or criterion. 


To excite to activity; to urge. 

To give arrangement or form to; to arrange or organize. 

To contemplate; to carefully examine or investigate; to deliberate. 
To present data for the discretion or judgment of others. 

To restate material (facts, figures, etc.) briefly. 


To personally oversee, direct, inspect or guide the work of others with responsibility 
for meeting with certain standards of performance. 


To add to. 

To furnish something that is needed; to provide; to equip. 
To examine as to condition, situation or value. 

To form new product by combining different elements. 
To arrange methodically. 

To put in table form; to set up in columns, rows. 


To assume possession of; to grasp; to gain approval of; 
to undertake or perform. 


To present for acceptance. 
To act as an attendant. 
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ACTION WORDS 


Tests 
Totals 
Traces 
Trades 
Trains 


Transacts 
Transcribes 


Translates 
Transmits 


Turns 


Types 
Uncovers 
Understands 


Updates 
Utilizes 
Verifies 
Weighs 
Withholds 
Withstands 
Writes 


To put to proof; to examine, observe or evaluate critically. 

To add up; to compute. 

To locate something by searching or researching evidence. 

To give in exchange for another commodity; to make a purchase. 


To teach, demonstrate or guide others in order to bring up to a predetermined 
standard. 


To carry on business; to negotiate. 


To transfer data from one form of record to another or from one method of 
preparation to another, without changing the nature of data. 


To turn into one’s own or another language. 


To transfer or send from one person or place to another; to send out a signal either 
by radio waves or over a wire. 


To make, rotate or revolve; to cause to move around so as to effect a desired end (as 
locking, opening, shutting); to reverse the sides or surfaces of. 


To write using a typewriter; to arrange by categories. 
To expose to view by removing a covering; to reveal. 


To grasp the meaning of; to have thorough or technical acquaintance with or 
expertness in the practice of. 


To bring current. 

To make use of. 

To confirm or establish authenticity; to substantiate. 

To ascertain the heaviness of; to consider carefully. 

To hold back; to refrain from granting, giving or allowing. 
To stand up against; to resist successfully. 


To set down letters, words, sentences or figures on paper or other suitable material; 
to author; to draft. 


Source: Henderson, Compensation Management, 3rd Ed., p. 511 - 521. 


Reprinted with permission of Reston Publishing Company, a Prentice-Hall Co., 11480 Sunset Hills 
Road, Reston, VA 22090. 
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Exercise — 
Market Pricing and Slotting 


1. You have conducted a competitive analysis on the following benchmark jobs 
and have determined their market rate. Determine which pay grade these 
jobs should be placed in. 


Jobs Market Rate Pay Grade 
Information Services Manager 69,200 16 
Financial Services Manager 63,900 15 
Senior Programmer Analyst 49,100 13 
Associate Programmer Analyst 34,500 11 
Senior Accountant 42,800 12 
Project Accountant 47,300 13 
Accountant 37,500 11 or 12 
Senior Administrative Assistant 26,400 9 
Administrative Assistant 23,900 8 


2. Reliable survey information was not available for the following jobs. Based on 
the organizational chart and job descriptions, slot the following jobs into the 
pay structure. 


Jobs Grade 
Division Manager 17 or higher 
Programmer Analyst 12 
Associate Accountant 9 or 10 
Executive Assistant 10 or 11 

Cannot determine 
HR Representative without job description 
information 
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WorldatWork Issue Statement 


Salary Surveys 


This WorldatWork statement is an effort to properly educate our members and to support 
our position as the knowledge leader in total rewards issues and integrated solutions. 


Information in this statement is not to be construed as legal advice concerning salary 
surveys. Please consult with legal counsel to answer specific questions. 


Background 


WorldatWork understands that various factors such as cost, time, reliability, confidentiality, 
and availability affect your use and involvement in salary surveys. It is our intention here to 
communicate minimum standards for salary surveys and the use of data from them. 


Why are salary surveys used? 


e To price jobs and determine market positions 
e Document budget and structure movement 
e Gather data on policies and procedures 
e Diagnose compensation problems 
e Monitor internal equity 
e Make informed decisions 
e Defend current practices 
When it comes to survey data, practitioners should strive for accuracy and completeness 


first before easy access and convenience. It behooves you to have a high level of trust in 
data gathered and sources thereof. 


The overall purpose for collecting market data is to make informed decisions about your 
organization's compensation program. Reasons to collect market data include: 

e Pricing jobs 

e Analyzing pay trends 

e Identifying pay practices 

e Establishing job worth hierarchies 
Stating this, you need to understand the importance of securing accurate survey data. 
Factors (described later in this statement) such as sample size, participant base, statistical 


analyses, survey methodology, and job-matching procedures impact the accuracy of your 
final market rate composites for benchmark jobs. 


Various decision parameters come into play when addressing salary survey usage: 


e Availability of published data 
e Dollar and opportunity cost 

e Time pressures 

e In-house capabilities 

e Reliability considerations 

e Confidentiality considerations 
e Perceived credibility 
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Once you decide your parameters, listed are methods to acquire market data: 


e Purchase publish surveys 

e Participate in surveys 

e Utilize third parties 

e Design and conduct custom surveys 
e Use a telephone informal network 

e Acquire web-based data 


Methodology 


The methodology (body of practices, procedures, and rules used by practitioners) in 
gathering, analyzing, and computing salary data should be consistent in application. 
Credibility is a direct outcome to analysis and makes subsequent comparisons meaningful. 
In addition to a survey’s methodology, participants, analyses and job descriptions should be 
well documented. 


Be Mindful of Web-based and Alternative Sources 


Availability of pay data on the web is growing. Be wary of motives. You especially need to 
recognize and ask yourself the following questions: 
e What is the site’s targeted audience? 
e Where is the data coming from? Is it self-reported or from employer-based surveys? 
e Who is the customer — employer or employees? 


e What is the purpose of the data site? Is it to build their database? Virtual storefronts 
and applicant referrals are at times set up for this various purpose. 


e Who maintains the site? 
Resellers are in the business of selling convenience of access to a number of alternative 


sources. Sources included are newspapers, job postings, other web sites, and public 
sources. 


Be cognizant of the potential resale of survey data by secondary parties. Parties not 
ascertaining proper authorization could be held liable of infringement on copyright law. 


Survey Selection 


Before even selecting surveys, make sure that you have management’s support on utilizing 
survey data in the first place. If you don’t have this up-front support, dedicated time and 
effort may go unappreciated. 


Understanding your labor market is key to selecting and participating in surveys. 
Factors to draw upon include: 

e Geographic location (local, regional, national, international) 

e Industry 

e Function 

e Organization size 

e Maturity level of comparator organizations 
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How many sources should you use? There are alternative viewpoints on this. Some prefer a 
single source. Some say more is better. More sources yield a larger database with more 
information. More sources aide in avoiding any particular bias. Also, more sources tend to 
yield a pattern or clustering of data. However, too many sources may “muddy the water” - 
the “right” number may depend on the position level in question. 


To select the “right” survey source(s): 


e Match to a correct labor market -- for your organization and your job groups 
e Consider the survey participants and the number of incumbents reported 

e Consider the age of the survey 

e Consider your typical sample size for reported jobs 

e Consider your desired data analysis and data sorts 


It should be noted that well-respected, established surveys are conducted on regular 
intervals for data consistency and trending concerns. 


Reputable sources for actual and projected salary budget increases, merit budget 
increases, and salary structure adjustments are well known. For most practitioners’ needs, 
there is no need in trying to find alternative online site information. Contact WorldatWork for 
appropriate and recommended sources for these items. 


Conduct a Custom Survey Yourself 


There are various reasons to conduct a custom survey. Unique jobs may not be found in 
published surveys or you need to verify or supplement published data, to name a few. 


If you conduct your own custom survey, keep these points in mind: 


e Involve legal counsel in the planning stages 

e Don't use prospective information in your surveys — use data fixed at a date prior to 
the closing of your survey 

e Consider having qualified, third-party administrators conduct your surveys to avoid 
misuse of data while preserving reporting to participants 

e Many potential salary survey participants request assurances that other “like” 
companies also participate. Also, anonymity often is a survey option feature. 


A basic premise of surveys is that historic data is collected. Detailed and pointed projections 
are risky because of the legal aspects of controlling future plans. The appearance of 
collusion to fix prices is a real threat — companies need to comply with antitrust laws. 


Take time up front in planning and structuring your questionnaire to elicit desired 
information: 

e General organizational information 

e Compensation data 

e Salary structure 

e Wage policies 

e Timeline information 

e Benefits data 

e Other 
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General Aspects of Salary Surveys 
Listed below are details inherent to surveys: 


Individual company data should not be identified in survey reports. Displaying aggregate 
data is the norm. 


A reputable survey usually includes an executive summary that provides highlights followed 
by accompanying details. 


You should match your organization’s benchmark jobs to surveys based on job content, job 
accountabilities, and proper “leveling” described and internally correct. A good rule of thumb 
in using surveys is that a job “match” is 70% or more of the job content listed. A complete 
job description or at a minimum a capsule describing the matched data should be inherent 
to the survey. Matching on title alone can be misleading. 


It is not typical that one benchmark job is matched to two different job titles in the same 
survey. 


Determining the accuracy of data reported in surveys is a process phase in and of itself. 
Surveys that specify how data should be reported keep potential “cleaning of the data” to a 
minimum. “Inappropriate” responses of survey input, like data reported that exceed range 
maximums or are lower than range minimums, affect results. Follow up — contacting 
companies that have not submitted data or to clarify inconsistencies — is a crucial step to 
salary surveys. 


Scope — job-scope measures aide in data input decisions as well as data analysis. Surveys 
shouldn't ask for proprietary information - focus should be on readily available, non- 
sensitive measures. Common examples of scope measures include sales, assets, and staff 
size. 


It is proper etiquette and a good business practice to provide participant reports in a timely 
manner to companies that provided usable data to respective surveys. In some instances, a 
survey fee may be charged as well. 


Data Utilization 


Many times we are interested in what is the most representative or expected value of a set 
of survey data. Although not all detailed definitions are listed below, please find pertinent 
measures accompanied by deduced standards that seasoned practitioners should follow. 


Median — Describes the central tendency of the data to minimize the effect of extreme 
values. These extreme values affect the mean; they do not affect the median. The median 
answers the question: “What is the middle salary in a set of ranked salaries?” 


Weighted mean (average) — As far as salary surveys go, one argument for using a 
weighted mean is that it reflects equally the number of incumbents in a survey. If companies 
participating are truly representative of the market, then the data should reflect the market 
value of the job. The weighted mean answers the question: “On average, what are 
incumbents in a particular job paid?” On the other hand, one argument for using the 
unweighted mean is that due to the sampling process, there 
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may be a company with a large number of incumbent data that is not in the survey, and may 
not be on the same high or low side of the data that another company with a preponderance 
of the data may be. The unweighted mean answers the question: “On average, what are 
companies paying a particular job?” 


Interesting to note, the market pay for any given position will rarely cluster closely around a 
middle point. Well-matched and solid surveys may show broad spreads between market 
highs and market lows. Don’t be alarmed — among various reasons: 


e Acompany’s pay philosophy 
e The length of time incumbents have been in a job 
e Variations in the responsibility level of a job 


Trimmed Mean (average) — This is the mean of the middle part of the data. It is typical for 
surveys to exclude extreme values, hence, minimizing their impact on final data 
recommendations. An example of a trimmed mean is excluding the data points with the 
highest and the lowest value and taking the mean of the remaining data points. Another 
example would be trimming the top 5% and the bottom 5% and taking the mean of the 
middle 90% of the data; or trimming the top 10% and the bottom 10% and taking the mean 
of the middle 80% of the data. You should report the amount of trimming so those recipients 
of your analysis know, understand, and can use the data properly. Analysis can be biased 
(an obvious ethical issue) if trimmed means are not calculated correctly. You can’t trim just 
the high values or just the low values to sway the data in any certain fashion. This needs to 
be strictly adhered to. 


Measures of variation can presented in misleading fashions. A range is simply the 
difference between the high and low values of a data set. A main disadvantage is that it is 
based on only two data points, and further, on the two most extreme values of a data set. 
Hence, it is obviously very much impacted by extreme values. Further, it does not tell us 
anything about the dispersion of the data points that fall in between. For large data sets, 
ranges may not be adequate in indicating variability. 


In calculating standard deviations, differentiating between “population” and “sample” 
needs to take place. For large data sets (number of data points greater than 30), the 
difference between the value of a population and a sample standard deviation is less than 
2%, therefore negligible for most situations. However, for sources with limited data points, 
standard deviation data can be misleading if not calculated properly. 


You may have heard compensation philosophies were a company is “...targeting salaries at 
the XXth percentile of industry pay.” A percentile (as defined most widely by practitioners) 
is a value that a given percentage of the data is less than. For example, targeting salaries at 
the 60th percentile of industry pay — which means the value of salaries that 60% of the 
companies are less than. Be cautious in calculating percentiles. There should be a 
minimum number of data points to make sense as to give a degree of comfort with the 
stability of the percentile calculated. Also, different formulas can be used to calculate 
percentiles. We recommend calculating proportionally between data points. Some 
algorithms out there go half-way between data points, some take the upper point, and some 
take the lower point. 
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Maturity curves — Salary data on a family of jobs is collected and plotted against years 
since first degree or experience or age. Some organizations use maturity curves for macro- 
budgeting purposes, which can be very useful. However, this term is being mentioned here 
in that there are dangers in using them for individual salary decisions. For instance, if you 
want to pay for job performance, nowhere on the curve is any information about the job — its 
content or level. Nor is there any information about performance on these curves. Further, 
making decisions based on years since first degree could lead to ADEA protected class 
issues (40 years of age or older). 


Compensation modeling applications can be found online. Here are a few “cautions” to 
keep in mind: 
e Correlation and coefficient of determination measure the strength of linear 
relationships. In some instances, a straight-line model may not be appropriate. If a 


strong curvilinear relationship exists, the interpretation of r and r-squared won't 
make too much sense. 


e Correlation does not imply cause and effect relationships. In and of itself, correlation 
does not prove a thing. It is just a measure of how things just happen to go together. 


e Do not use modeling that predicts too far away from the data points. The validity of 
any modeling is strongest within the range of the data points from which it is derived. 
If predicted values are too far away from the range of data points, it may not reflect a 
true situation. Where the data set represents a good model, a formula can be 
produced to predict pay levels for jobs at various points along a line of best fit. 


Software exists to assist in survey analysis and data presentation. Compensation software, 
spreadsheets, and statistical packages can greatly aide in generating data mentioned 
above. 


Developing your Salary Recommendations 


When analyzing salary surveys, an issue arises in aging (trending) data to a common point 
in time. An annual aging factor (rate at which market rates are increasing) needs to be 
determined and multiplied by the date to age data (number of months to age divided by 
twelve months). This resulting numeric value is then multiplied by the respective survey 
data. To age data across two calendar years, develop separate aging factors for each year 
and then combine (compound) the two percentages. 


Pointers in developing a “market consensus’: 


e Delete outlying data 

e Compute averages 

e Weight data appropriately 

e Observe central data tendencies 

e Don’t be swayed by incumbent pay data 
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Weighting market data across survey sources is a function of a number of criteria, including 
your compensation strategy, the perceived quality of each survey, and the quality of job 
matches. You may want to give the most weight to those surveys that most accurately 
capture your labor market and best reflect your jobs’ content. 


If you do combine custom and published salary data, here are a few “weighting” options: 


e Weight each source equally 
e Double-count the custom data 
e Weight custom data 50% 


In developing market rate composites, it is preferable to have three or four survey sources 
included in your analysis. 


Also, it is recommended that online salary sources (if used) should be weighted only in 
conjunction with other reputable sources, but not utilized as a sole source of market data. 


Conclusion 


Regarding minimum standards for salary surveys and the use of data from them, 
practitioners should strive for accuracy and completeness first before easy access and 
convenience. The more you know about survey information and respective sources, the 
more reliable the decisions you can make for your company. 


Salary Survey Guidelines 


Compensation packages have become a critical element for companies these days, with 
attraction and retention of top talent being one of the keys to success. Therefore, ensuring 
that a company’s compensation packages are competitive enough to attract and retain key 
talent is critical to business success. This has increased the importance of acquiring 
accurate, timely salary data to aid in making the company’s compensation packages 
competitive not only in their region, but also in their industry and the job categories to be 
filled. 


WorldatWork recognizes the importance of acquiring the best data to use and has 
established the following set of guidelines to help determine survey data validity. With the 
growing availability of salary survey data now available on the Internet, validating data 
integrity is more important than ever before. 


Before selecting surveys to use, remember that survey data is important in establishing 
market comparison data, but surveys should by no means be the sole source used to 
determine pay ranges and compensation packages. Government labor statistics, SEC 
disclosure rule reporting of executive data, proxies, association resources and many other 
factors (i.e., your company’s total rewards philosophy) can and should also be considered 
in establishing compensation packages. 


GR3 m APP 4.9 


© WorldatWork. All rights reserved. 


WORLDATWORK ISSUE STATEMENT 


Survey Selection: 


1 


Make sure the survey(s) that are selected match the correct labor market and job 
category. Companies need to be competitive in local, regional and national markets. 
Market factors include geographic location, industry, job function, maturity level of the 
organization and more. Make sure, also, that the survey data selected match the 
actual functions of jobs being evaluated, not just the job titles alone. 


Don't put all your eggs in one basket. Determine how many sources are appropriate 
for establishing pay scales. Some companies prefer a single source, whereas others 
feel more is better for establishing a trend. Using more survey sources yields a larger 
database with more information and helps avoid any particular bias of a single source. 


Get the support of management. Without first having management’s support on 
utilizing survey data, dedicated time and effort may go unappreciated and may be 
overruled. 


Know why you are seeking survey information. A thorough assessment of needs is 
imperative in guiding the selection of appropriate surveys. Determine what data is 
needed, what jobs need to be listed in the survey data and the appropriate labor 
markets to use in comparison (both geographically and by industry). 


Use reputable sources to find surveys. There are companies that specialize in 
cataloguing salary survey sources and maintaining information about them. These are 
excellent sources to locate the right surveys for your organization. 


Characteristics of a Good Survey: 


7. 


Surveys used must have an adequate sample size. The survey selected must have 
large enough sample sizes for the jobs being assessed to ensure the information is 
valid. 


No secrets here. All valid and useful surveys readily identify the key elements of the 
survey, including effective date of the data, term definitions, clarity of statistics and 
position descriptions. All of these elements and a consistent reporting design are 
always inherent in reputable surveys. Aggregate or summarized data should be 
reported as well. In addition, data collection, screening and verification techniques 
should be identified to ensure the survey was properly conducted and reported. 


Survey sources and sample sources should always be identified. Source information 
is an important part in the assessment and recommendation for compensation 
program changes. Reputable surveys are always open to revealing the source of their 
sample to show the data is both valid and accurate. Also, be cautious of reports 
presented by survey data aggregators - they may not identify sources of their data and 
may have a vested interest in how or even what information is reported. 


Be cautious when reviewing free, online survey information. Numerous issues may 
affect the reliability and validity of the data reported. Foremost, a key concern is how 
data is collected and reported. Again, make sure you can verify the source of a 
survey's data. 
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Ranking Exercise — 
Suggested Outcomes 


1. Employment Interviewer 
2. Executive Assistant 

3. Administrative Assistant 
4. Senior Clerk Typist 

5. Cashier 

6. Clerk Typist 


7. Mail Distribution Clerk 
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Classification Exercise — 
Suggested Outcomes 


a Classification Definitions 


Under immediate supervision; little or no 
latitude/independent judgment; simplest routine 
work 


Job Titles 


Clerk Typist 
Mail Distribution Clerk 


Cashier 


Under immediate supervision; limited 
latitude/independent judgment; routine work 
requiring some training or experience 


Under immediate or general supervision; Senior Clerk Typist 
exercise of some judgment in accordance with 
well-established policies, procedures and 
techniques; somewhat difficult work requiring 
some training or experience and working 


knowledge of a special subject matter 


Under immediate or general supervision; Administrative Assistant 
exercise of independent judgment in 
accordance with well-established policies, 
procedures and techniques; moderately difficult 
and responsible work requiring moderate 
amount of training, a good working knowledge 


of a special subject matter 


Under general supervision; exercise of 
independent judgment in a limited field, difficult 
and responsible work requiring considerable 
training and experience, broad working 
knowledge of a special subject matter 


Executive Assistant 


Under general supervision; exercise of 
considerable independent judgment; difficult 
and responsible work in a professional, 
scientific or technical field requiring 
considerable training and experience, broad 
working knowledge of a special and complex 
subject matter (or principles of profession, art or 
science involved) 


Employment Interviewer 
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Exercise — Compensable Factors 


Directions: Classify each factor under one of the four generic headings. 


Workin 


Technical 
knowledge 


Experience 


. | 


Accountability for 
budget 


Formal education 


Training 


Adverse conditions 


Lifting 


Supervision of 
others 


Internal contacts 


Freedom to act 
Mental/visual strain 


GR3 m APP 6.1 


© WorldatWork. All rights reserved. 


el 11 falc etl ed a 
0SZ | | |ocrae ome OLVL] OVP) OS/Ar sine ore 
OOL |] | Joeneoums OLMVL] OL/WL} OL/VL cee | cave 
O9L Sf] Jou fous Oc2/VE} OL/VL} OS/dr ovae| oe 
00r | | | fonve| oem 09/82 | OZ/VL] O0L/db covey ose 


GQZ | UBIEM 1230 L/s}Ulod |e}0L 


SUOI}IPUOD Buoy esusApy 


c OL 


uIeWS JeEnsi//|euay\ 


an SIOUIO JO HOM 


ee SIOUIO YUM sjoRUOD 


$JO JO souenbesuoy 
pue juawbpnp juspuedepu| 


Z9L 


-e Ayiqy jeonsjeuy 


EEE 
ANNAN 


sis BOUBLBdXy YO\\ 


$'0z SLIV Bulules | pue uonesedaig 


zu 


yuowAojdwy 


44919 
‘3SIG EW 


s}yBiam 
s}Uulod 
/40joe 4 


}SIGA] 


yla]5 JO1UaS 
}UR}SISSY 
aAljnNvexy 
jUe}SISSY 
‘ulwpy 


SICA] 41919 
JIMIIAIS 


JOOYSHON\ UP|q UOI}EN|EAF gor au} 0} samsue pe}sebH6bns oy} ase Hulmojjo} Bu 


POU} 10}9C4 JUIOYG — 9SID10Xxy 


OM 22 


a 


6'ee 


AS 


GR3 @ APP 6.2 


© WorldatWork. All rights reserved. 


Exercise — Job Evaluation Strategy 


Example A: Traditional Mfg. Inc. 


Some possible answers in support of a job content approach are: 
— Sufficient human resources staff available to support the job content emphasis 
- Focus on internal equity aligns with desire to ensure perception of fairness 


- Detailed job descriptions have been completed. 


Some key issues include: 
- Size of organization 
- Nonunion environment with desire to pay at union levels 
- Company culture and industry 
- Key employees leaving to work for start-up firms 
- Concern regarding internal equity 


— Paternalistic culture. 


Example B: Technology Consulting, Inc. 


Some possible answers in support of a market-based approach are: 
-~ Emphasis on retaining key employees 
- Size of organization and type of industry 
- Small HR staff 
-~ Completed job descriptions are brief 


- Survey data readily available. 


Some key issues include: 
- Key employee retention 
- Competitive industry 


— Short timeframe to develop job hierarchy. 


GR3 = APP 7.1 


© WorldatWork. All rights reserved. 


(blank) 


GR3 = APP 7.2 


© WorldatWork. All rights reserved. 


Resources 


Resources on the Intemet.s. jo shuc cree oka ee seo A eke Be eee EE ES RES 0.2 

WorldatWork Articles and Resources ............0-00 00 e eee eee eee RES 0.3 
Module 4 

Sample Client Memorandum ........... 0.00 eee eee RES 4.1 

Information Exchanges: Todd vs. Exxon ........... 00000 eee eee eee RES 4.5 


GR3 # RES 0.1 


© WorldatWork. All rights reserved. 


Resources on the Internet 


Bureau of Labor Statistics 
www.bls.gov 


Employment Cost Index (www.bls.gov/ncs/ect/home.htm) 
National Compensation Survey (www.bls.gov/ncs/ocs/home.htm) 


Occupational Outlook Handbook (OOH) (www.blis.gov/oco/home.htm) 
Point Factor System (www.bls.gov/ncs/ocs/sp/ncbr0004.pdf) 


Department of Labor 
www.dol.gov 


HR Guide 
www.hr-guide.com 


HR Next 
www.hrnext.com 


HR Village 
www.hrvillage.com 


Institute of Management & Administration (IOMA) 
www.ioma.com 


Job Analysis.network 
www.job-analysis.net/ 


Job Genie 
www.stepfour.com/jobs 


Office of Personnel Management (Federal Classification System) 
www.opm.gov/fedclass/index.htm 


O*Net 
www.onetcenter.com 


Workforce Magazine 
www.workforce.com 


WorldatWork 
www.worldatwork.org 
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WorldatWork Articles and Resources 


Selected WorldatWork articles and resources related to the topics covered in this course 
are available online* for individuals who have purchased this course binder. In order to 
access these resource materials, please do the following: 


1. Visit the WorldatWork Web site at www.worldatwork.org 
2. Log in using your ID number/e-mail address and password 


3. Select the Course rosters option on the right side of the homepage under 
“Quick Links” 


4. Select this course 


5. On the top of the course roster, click the “Access Supplemental Course 
Materials” link 


Access to the supplemental materials will be available for six months after the course 
offering. If you require any assistance in accessing these resource materials, please 
contact WorldatWork Knowledge Services at our toll-free number (877/951-9191) or via 
e-mail at infocenter@worldatwork.org. 


For additional resources you can access the power search option on www.worldatwork.org. 


* If you purchase this binder for self-study purposes, please contact WorldatWork Knowledge Services if you are 
interested in copies of the resources. 
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GED 


Gardner Carton & Douglas 


HR Law 


Client Memorandum 


January 2002 


Antitrust Issues Arising from the Sharing of Wage and Benefit 


Information 


Human resources professionals frequently belong to 
professional associations, community groups, industry groups 
and other organizations designed to facilitate information 
sharing and networking. Few may be aware, however, that 
there are a number of legal concerns based on anti-trust 
laws which can arise as the result of the sharing of certain 
information with other employers. This sharing can take 
place inadvertently in the context of association meetings 
and other professional get-togethers. The following is an 
analysis of the legal issues involved and suggestions designed 
to minimize legal exposure. 


General Antitrust Principles 


The Supreme Court has frequently condemned activity 
involving the sharing, of salary or price information among 
competitors. However, the mere exchange of information 
has not been found unlawful per se under Section | of the 
Sherman Act. Nevertheless, the sharing of information, 
particularly price or salary information, can produce anti- 
competitive effects in the market place, and exchanges of 
information among competitors can be viewed as 
evidence of an illegal agreement to coordinate prices or 
salaries or to boycott a potential employee as in the case 
described in the cases discussed below. 


The key factors used by the courts in determining, antitrust 
violations resulting, from the exchange of such information 
include: 


* the reason for the exchange of information; 

* the nature, type, timeliness and specificity of 
information that is exchanged; 

* whether the information is publicly available; 

* the means by which specific information relating to 
a specific competitoris kept confidential; 

* the method by which the information is exchanged; 

* the identity of the parties participating in the exchange 
ofinformation, 

* the party collecting and disseminating, the information; 


Reprinted with permission. 


* the marketin which the information is exchanged; 

* the history ofinformation exchanges in that market; 
and 

+ the effect, if any, of the exchange in that market. 


Employment-Related Cases 


The following, is a discussion of several antitrust cases 
illustrating the problems that can arise when wage 
information is shared by employer groups. 


Utah Hospital Association Case: 


The exchange ofnurse salary information among hospitals 
located in Utah was the subject ofa recent Department of 
Justice grand jury investigation. In June, 1993, the 
Department recommended civil action (and threatened but 
didnot initiate criminal charges) in the investigation of alleged 
price fixing, of nurse salaries, claiming that eight Utah 
hospitals conspired to exchange information concerning 
current and future beginning, wages for registered nurses in 
violation of Section | of the Sherman Act. The hospitals 
were alleged to have effectuated the conspiracy through 
telephone calls and surveys and through meetings of the 
Utah Hospital Association and the Utah Society for 
Healthcare Human Resources Administration. The 
complaint alleged that, as a result of these exchanges of 
nurse wage information, wages for beginning nurses in the 
State of Utah were kept artificially low. 


A consent decree was entered whereby the hospitals were 
prohibited from discussing or exchanging information 
concerning, current or prospective nurse wages and from 
participating in nurse salary surveys except where certain 
conditions were satisfied. The consent decree provided 
alternative conditions for compliance. The first option 
required that: 


* any requests for information and any dissemination 
of information in connection with the survey be in 
writing; 


www.gcd.com 
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* written data in response to a written request for 
information be provided if the survey included only 
historic or current compensation information; 

* the survey request and disseminate only average 
pay rates; 

* the survey disseminate only aggregate data; 

+ each disseminated statistic be based on data from 
at least ten separate entities; or each disseminated 
statistic be based on data from at least five 
separately owned and operated health care facilities; 
and any information disseminated be sufficiently 
aggregated that the recipients cannot identify the 
compensation paid by any survey participant; 

* noindividual separately owned and operated facility 
represent more than 25% on a weighted basis of 
each aggregated statistic; and 

* the hospitals not have access to any unaggregated 
data produced in response to any request for 
information in connection with the survey. 


The hospitals agreed to the alternative compliance conditions 
offered. Those conditions required that: 


* any compensation information would be provided in 
writing, and the survey disseminate aggregate data 
only trom a group of participants large enough to 
ensure that the data could not be identified with any 
particular provider; 

* the providers would not have access to any 
unaggregated data produced in response to any 
request for information; 

* if a majority of the health care facilities that 
participated in the survey operated or had 
headquarters in Utah, the survey would not identify 
the facilities participating in the survey or disseminate 
entry level rates for a particular position; and 

* the hospitals would disseminate only the average pay 
rate for any position. 

United States v. Utah Society for Healthcare Human 
Resources Administration, 1994 - 2 Trade Cas. (CCH) 
460,795 (D. Utah 1994). 


Oil Industry Case: 


The Second Circuit Court of Appeals recently reinstated a 
class action suit, reversing the District Court that had 
dismissed it, and held that certain managerial, professional 
and technical employees in the oil industry had stated facts 
sufficient to support an antitrust claim. The plaintiffs have 
by no means won the war, but their victory in this battle 
should cause any human resources professional to be 
concerned if he/she belongs to a group that shares wage 
information. 


The plaintiffs, all current or former employees of fourteen 
oil and petrochemical firms, alleged that those companies 
“conspired”, through the regular sharing of job-specific salary 
data, to artificially depress their salaries. The oil companies 
named in the suit together represent 80 to 90 percent of 
industry revenues and employees in the jobs surveyed. The 
court found this highly indicative of the market power of the 
group and the potential anti-competitive effect their 
information sharing could have. 


While the plaintiffs did not produce any direct evidence of 
an intentional conspiracy the court viewed the following facts: 


* the benchmark jobs were industry specific and the 
survey refined the information to facilitate precise 
comparability; 

* the data was broken down so that some job-specific 
information applies to as few as three of the 
participants; 

* the results were considered confidential and were 
not shared publicly or otherwise; and 

* although the information was compiled, refined and 
distributed to participants by an outside consul tant, 
the human resources personnel from the participating, 
companies met regularly, allegedly three times per 
year, for the specific purpose of discussing and 
exchanging salary information. 


The Second Circuit did not decide that the plaintiffs had 
brought forth sufficient information to prove their claim, and 
the case will return to the District Court fora resolution of 
that issue. Their case has been resurrected, however, and 
the defendant oil companies will now find it necessary to 
defend their actions in what could be a long and costly litigation 
process. 

Todd v. Exxon Corp., 2d Cir., No. 01-7091, (12/20/01) 


The Policy Statements 


The exchange of wage, salary or benefit information is also 
addressed in the Statements of Enforcement Policy and 
Analytical Principles Relating to Health Care And Antitrust 
issued by the Department of Justice and the Federal Trade 
Commission (the “Statements”). The sixth Statement sets 
forth an antitrust “safety zone.” Provider participation in 
written surveys of (a) prices for health care services or (b) 
wages, salaries or benefits of health care personnel will not 
be considered violation of the anti-trust laws if the following 
conditions are satisfied: 


* the survey is managed by a third-party, (¢.g., a 
purchaser, government agency, health care 
consultant, academic institution, or trade association); 
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* the information provided by survey participants is 
based on data more than three months old; and 


* there are at least five providers reporting data upon 
which a disseminated statistic is based; no individual 
provider’s data represents more than 25% on a 
weighted basis of that statistic; and any information 
disseminated is sufficiently aggregated such that it 
would not allow recipients to identify the price 
charged for compensation paid by any particular 
provider. 

4 Trade Reg. Rep. (CCH) 4 13, 152 at 20, 784 (September 
27, 1994). 


The Statements are clearly addressed to the healthcare 
industry. More far reaching application would not be 
surprising, however, in light of the Second Circuit’s decision 
and the government's apparent misgivings regarding the 
sharing of such information. 


Suggested Actions to Minimize Legal Exposure 


Because the exchange of wage and salary information could 
give rise to legal, including criminal, exposure, certain 
precautions should be taken to minimize this antitrust risk 
whenever competing organizations meet and the possibility 
of information exchange arises. 


In light of the above, competing organizations generally 
should refrain from discussing wage and benefit 
information altogether. Alternatively, they may elect to 
adhere to specific guidelines when dealing, with issues of 
wages and benefits. 


Assuming, that the information exchanged is not publicly 
available, the following guidelines regarding the exchange 
of wage and benefit information should be followed: 


(1) There should be no agreement, written or oral, among, 
the participating organizations with respect to the 
fixing of wages, salaries or other benefits. 


(2) The information should not be exchanged directly 
between employers. Rather, a third party should be 
utilized to collect and disseminate the data to insure 
confidentiality. 


(3) The information that is disseminated to the 
participating employers should be in aggregate form. 
The ranges or averages of the wages, salaries or 
benefits may be disseminated as long as specific data 
relating to a particular job or organization cannot be 
identified. 


(4) The data that is disseminated must be “historical,” 
which has been defined by consent decree and in 
the Policy Statements as more than three months 
old. 


(5) At least five organizations must participate in the 
survey. As a general rule, the greater the number 
of participants, the less the antitrust risk. 


(6) The data should be used to make unilateral decisions 
about wages or benefits - not jointly to set wages or 
benefits. 


The attached chart (page 4) illustrates the increasing risk 
that results when these guidelines are not followed. 


HRLAW 
LABOR AND EMPLOYMENT GROUP 
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ANTITRUST RISK MANAGEMENT FOR EXCHANGE 
OF NON-PUBLIC WAGE AND BENEFIT INFORMATION 


1. Price Fixing No Understanding or 
Agreement With 
Respect to Wages or 


Benefits 


Agreement to Fix 
Wages or Benefits, or 


Exchange Leads To 
Uniform Wages or 
Benefits 


2. Useof Third Party | Information Exchanged 
To Collect Data Through Third Party To 
Ensure Confidentiality 


Information Exchanged 
Through Staff With 
Guidance Regarding 
Confidentiality 


3. Form of Data Aggregate Data With Aggregate Data With 
Exchanged Ranges Averages 
4. Age of Data Historical (More than 3 
months old) 
More than 5 Employers | At least 3 Employers 
Participants 


6. Reason for To Make Unilateral 
Exchange Decision With Respect 
to Wages or Benefits 


Information Exchanged 
Directly Between 
Employers, or 


Information Exchanged 
Through Third Party 
With No Confidentiality 
Protections 


Specific Data By 
Employer 


Current and 
Prospective Data 


By Specific Employer 


To Set Wages or 
Benefits 


* Including criminal exposure. 


This dient memorandum is not intended as legal advice, which may often tum on specific facts 
Readers should seek specific legal advice before acting with regard to the subjects mentioned here www.gcd.com 


321 .N. Clark Street | Suite 3400 | Chicago, IL 60610 | 312 644 3000 Promotional Material 
1301 K Street, NW. | Suite 900, E. Tower | Washington, D.C. 20005 | 202 408 7100 
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SECTION: Vol. 9; No. 8; Pg. 8 


CASE: Information Exchanges — 
Todd v. Exxon Corp. 
2d Cir. Reinstates Suit Alleging Unlawful Exchange of Salary Data 


The Second Circuit has revived a class action lawsuit alleging that 14 large oil and 
petrochemical companies violated the Sherman Act by exchanging information among 
themselves about employee compensation. The purpose of the effort, the suit alleged, was 
to keep industry salaries artificially low and remove incentives for employees to leave their 
jobs to work for competitors. Todd v. Exxon Corp. et al., No. 01-7091, 2001 WL 1635496 
(2d Cir., Dec. 20, 2001); see Antitrust LR, February 2001, P. 14. 


Roberta Todd file a class action suit against her employer, Exxon Corp., and 13 other oil 
and petrochemical companies, charging that the defendants violated the Sherman Act, 15 
U.S.C., @ 1, by sharing salary information about their non-union managerial, professional 
and technical (MPT) employees among themselves. 


Todd claimed that the companies used the shared information for the sole purpose of 
stabilizing and depressing compensation paid to MPT employees throughout the industry. 


The U.S. District Court for the Southern District of New York dismissed the case, saying 
that Todd failed to show that the defendants’ MPT employees were a “plausible product 
market” and that she failed to show any detrimental effect on competition as a result of the 
salary information exchange. 


Although information exchanges by competitors are not illegal per se under the Sherman 
Act, they might violate the law if they result in anti-competitive effects, a panel of the U.S. 
Court of Appeals for the Second Circuit said in deciding that dismissal of this case was 
premature. The case calls for numerous fact-specific inquiries that cannot be resolved by 
looking only at the pleadings, the panel said. 


With respect to Todd’s definition of the relevant product market, the panel said the district 
court “looked through the wrong end of the telescope” by focusing on the perspective of the 
sellers -- in this case the employees -- rather than the buyers -- the employers who compete 
for their services. 


Although various categories of MPT employees may not be interchangeable (for example, 
an attorney and a geologist would not be found competing for the same job), the panel said 
the correct question is whether, from the employees’ point of view, jobs outside the 
oil/petrochemical industry are an alternative for those within the industry. 


Reprinted with permission from Andrews Publication, Inc. Antitrust Litigation Reporter, January 2002, 
Vol 9, No. 8. © 2002. 
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CASE: Information Exchanges — 
Todd v. Exxon Corp. ...contd 


Todd argued that MPT employees acquire industry-specific knowledge that makes them 
more valuable within the industry and less valuable outside of it. MPT employees are often 
forced to accept pay cuts if they leave the industry, she claimed. 


At this early stage, the panel said, Todd’s market definition is “plausible on its face.” 


Next, the panel analyzed the structure of the market and determined that it might be 
susceptible to an exercise of market power through tacit coordination. 


The defendants argued that with 14 companies participating in the alleged unlawful 
information exchange, the market was not concentrated enough to be susceptible to anti- 
competitive effects. But the panel said the 14 companies control 80 to 90 percent of the 
market as defined by Todd, and that the U.S. Supreme Court has ruled information 
exchanges illegal despite the involvement of a large number of companies. 


The defendants also argued that they could not coordinate salaries because MPT jobs 
differed too much from company to company across the industry. But the panel pointed out 
that the companies used complex formulas to enable just such comparisons. 


“Plaintiff is thus on solid ground when she argues that defendants’ made their own 
employees’ positions fungible for comparison purposes with those of their competitors,” the 
panel said. “The jobs in question may not be inherently fungible, but since the purpose of 
the fungibility inquiry is to test whether defendants would be able to compare the positions 
for coordination purposes, the sophisticated techniques employed by defendants to account 
for the differences among jobs are extremely telling.” 


Finally, the panel took issue with the district court’s ruling that Todd failed to show any 
injury to competition because the evidence showed that her employer, Exxon, increased 
salaries each year for several years. 


“We read the complaint differently,” the panel said. “The fact that Exxon increased its 
salaries each year would not defeat an allegation that those increases were lower than they 
would have been but for a conspiracy to stabilize prices. We understand the complaint as 
alleging a market where Exxon’s salaries and those of other defendants continue to 
increase, but where the difference grows gradually smaller -- a portrait of market 
stabilization.” 


The panel vacated the lower court’s ruling and remanded for further proceedings. 
Todd was represented by John F. Carney of Carney & McKay in Pelham, N.Y.; Joseph P. 


Garland of Klein & Solomon in New York; and J. Dennis Faucher and Ellen Meriwether of 
Miller, Faucher & Cafferty in Philadelphia. 
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Glossary 


A 


aging survey data 

The practice of increasing market survey data by 
an assumed percentage representative of wage 
movement to bring the data to a consistent point 
in time. This practice also is known as 
"advancing" or "trending" the data. 


Americans with Disabilities Act of 1990 (ADA) 
A federal law that creates nondiscrimination 
protections for people with disabilities, similar to 
Title VII of the Civil Rights Act of 1964, which is 
extended to other minorities. Under the law, 
employers may not refuse to hire or promote a 
person because of a disability, and employers are 
required to make "reasonable accommodations" 
to allow people with disabilities to perform 
essential functions. Regulations are enforced by 
the Equal Employment Opportunity Commission 
(EEOC). 


B 


base pay 

The fixed compensation paid to an employee for 
performing specific job responsibilities. It is 
typically paid as a salary, hourly or piece rate. 


base pay structure 

The hierarchy of job grades and pay ranges 
established within an organization. The salary 
structure may be expressed in terms of job 
grades, job-evaluation points or policy lines. 


benchmark job 

A job that is commonly found and defined, used to 
make pay comparisons, either within the 
organization or to comparable jobs outside the 
organization. Pay data for these jobs are readily 
available in published surveys. 


benefits 

Programs that an employer uses to supplement 
the cash compensation an employee receives. 
Benefits include income protection programs such 
as publicly mandated and voluntary private 
"income protection" programs that often are 
provided through insurance, pay for time not 
worked and other employee perquisites. 


bona fide occupational qualification (BFOQ) 
Typically refers to a valid job requirement. Origin 
of the term BFOQ is found in Title VII of the Civil 
Rights Act (1964) which prohibits employment 
discrimination on the basis of race, color, religion, 
sex or national origin. Under certain conditions, 
however, a requirement for a specific gender or 
religious affiliation is allowed if the requirement is 
a BFOQ for a given job; e.g., the requirement of 
Catholic affiliation for the job of Catholic priest. 


broadbanding 

A pay structure that consolidates a large number 
of pay grades and salary ranges into much fewer 
broad bands with relatively wide salary ranges, 
typically with 100 percent or more difference 
between minimum and maximum. 
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Bureau of Labor Statistics (BLS) 

The principle fact-finding agency for the federal 
government in the broad field of labor economics 
statistics. Useful statistics include: CPI, NCS data, 
labor statistics and other wage and benefits data. 


business life cycle 

Generally accepted as a four-stage cycle used to 
describe the life of a product or company: 
threshold (or start-up), growth, maturity and 
decline. 


C 


career ladder 

A series of defined levels within a job family 
where the nature of the work is similar (e.g., 
accounting, engineering) and the levels represent 
the organization's requirements for increased 
skill, knowledge and responsibility as the 
employee moves through a career. Parallel, or 
overlapping, ladders called dual career ladders 
are sometimes created to allow for "cross-overs" 
into another ladder (e.g., from engineering into 
management). Also called career pathing. 


central tendency 

In statistics, some clustering around a central 
value in a distribution of data usually determined 
by one of the measures of location; i.e., mean, 
median or mode. 


classification method of job evaluation 

A nonqualitative form of job content evaluation 
that compares jobs to predefined class 
descriptions established for each job grade. Jobs 
are placed in whichever classification best 
describes them. 


comparable worth 

The doctrine that men and women who perform 
work of the same "inherent value" should receive 
similar levels of compensation. According to this 
doctrine, jobs have an inherent value that can be 
compared across jobs of quite different content. 
Those accepting this position maintain that 
women performing jobs of comparable worth to 
those performed by men should be paid the same 
as men, excepting allowable differences (for 
example, seniority plans, merit plans, production- 
based pay plans or different locations). 


compensable factor 

Any factor used to provide a basis for judging job 
value to create a job worth hierarchy (job 
evaluation). The generic compensable factors 
established by the Equal Pay Act of 1963 are skill, 
effort, responsibility and working conditions. 


compensable factor degree 

In quantitative job-evaluation plans, measurement 
scales or "yardsticks" that identify specific levels 
or amounts of a compensable factor. Usually, 
there are five to seven degrees for each factor. 


compensable factor weight 

The percentage weight or "influence" a single 
compensable factor has in a quantitative job- 
evaluation plan. 


compensation 

Cash provided by an employer to an employee for 
services rendered. Compensation comprises the 
elements of pay (e.g., base pay, variable pay, 
stock, etc.) that an employer offers an employee 
in return for his or her services. 
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corporate culture 

The norms, beliefs and assumptions adopted by 
an organization to enable it to adapt to its external 
environment and integrate people and units 
internally. It is strongly influenced by the values 
and behavior of an organization's management. 
In turn, corporate culture influences both the 
behavior of the members of the organization and 
the quality of the work experience. 


correlation coefficient 

A statistical index that measures the strength of 
linear association observed between two 
variables. This index sometimes is referred to as 
the correlation coefficient. Correlation will have a 
value from -1.0 (indicating a perfect negative 
relationship) to +1.0 (indicating a perfect positive 
relationship). A correlation coefficient of zero 
indicates no linear relationship at all between two 
variables. 


D 


Department of Labor (DOL) 

A regulatory agency that administers and 
enforces several federal laws including the Equal 
Pay Act of 1963, Fair Labor Standards Act of 
1938 (FLSA), Employee Retirement Income 
Security Act of 1974 (ERISA) and Family and 
Medical Leave Act of 1993 (FMLA). Agencies 
under the DOL include the Bureau of Labor 
Statistics (BLS), Employment Standards 
Administration and the Pension and Welfare 
Benefits Administration (PWBA). 


direct observation 

A job analysis technique that involves the direct 
observation of employee(s) actually performing 
work in order to understand job content. The 
method is typically used for highly repetitive 
production jobs. 


disclaimer statement 

A provision in a job description that states that job 
descriptions typically do not specify every duty or 
responsibility that an employee may be asked to 
perform; e.g., "May perform other duties as 
required." 


E 


Equal Pay Act of 1963 

An amendment to the Fair Labor Standards Act of 
1938 (FLSA) that prohibits gender-related pay 
differentials on jobs that are substantially equal in 
terms of skill, effort, responsibility and working 
conditions, and that are performed in the same 
location. Exceptions occur when such differentials 
are the result of bona fide seniority, merit- or 
production-based pay systems, or any other job- 
related factor other than gender. 


exempt employees 

Employees who are exempt from the Fair Labor 
Standards Act of 1938 (FLSA) minimum wage 
and overtime provisions due to the type of duties 
performed. Include executives, administrative 
employees, professional employees and those 
engaged in outside sales as defined by the FLSA. 


external equity 

A measure of an organization's pay levels or 
bands or "going market rates" compared to that of 
its competitors. As a fairness criterion, external 
equity implies that the employer pays wages that 
correspond to prevailing, external market rates, 
as determined by market pricing. 
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F 


factor weight 

In job evaluation, a weight assigned to each 
compensable factor to indicate relative 
importance. 


Fair Labor Standards Act of 1938 (FLSA) 
A federal law governing minimum wage, overtime 
pay, child labor and record-keeping requirements. 


feedback 

Information about the state or outcome of a 
system that can be used to modify or correct a 
system's operation. As the term usually is used 
with respect to compensation, it relates to the 
process in which supervisors give employees 
information about the status of their performance. 
Performance appraisals are an example of a 
feedback mechanism. 


G 


going rate 

Refers to the employer's best estimate of the 
wage rate that is prevailing in a labor market for a 
specific job. Also known as market rate. 


H 


highly structured questionnaires 

A job analysis technique that provides a written 
set of questions regarding job content that limits 
responses to a predetermined set of answers. 
Questionnaires are either behavior-based or task- 
based, require validation, and usually are 
analyzed using a computer program designed for 
that purpose. Also known as closed ended 
questionnaires. 


Human Resources Information Systems 
(HRIS) 

Computer system used within organizations that 
house human resources related data. The system 
can be as simple as containing employee 
addresses and position titles to calculating 
incentive and sales commissions. 


incumbent 
A person occupying and performing a job. 


internal equity 

A fairness criterion that directs an employer to 
establish wage rates that correspond to each 
job's relative value to the organization. 


J 


job 

The total collection of tasks, duties and 
responsibilities assigned to one or more 
individuals whose work has the same nature and 
level. 


job analysis 

The systematic, formal study of the duties and 
responsibilities that constitute job content. The 
process seeks to obtain important and relevant 
information about the nature and level of the work 
performed and the specifications required for an 
incumbent to perform the job at a competent 
level. 


job analysis interview 

A method for gathering information about a job by 
conducting a question-and-answer session with a 
person who is knowledgeable about that job. 
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job cluster 

A series of jobs, grouped together for job 
evaluation and wage-and-salary administration 
purposes on the basis of common skills, 
occupational qualifications, technology, licensing, 
working conditions, union jurisdictions, workplace, 
career paths, and organizational tradition. 


job component method of job evaluation 

A quantitative form of job content evaluation that 
uses multiple regression of market pay levels 
versus two or more independent variables to 
establish a job worth hierarchy. 


job content evaluation method(s) 

Methods that use job content as the primary 
determinant in developing a job worth hierarchy. 
With these methods, market pay levels typically 
are a secondary influence on the job worth 
hierarchy. Point factor is the most commonly used 
method. 


job description 

A summary of the most important features of a 
job, including the general nature of the work 
performed (duties and responsibilities) and level 
(e.g., skill, effort, responsibility and working 
conditions) of the work performed. It typically 
includes job specifications that detail employee 
characteristics required for competent 
performance of the job. A job description should 
describe and focus on the job itself and not on 
any specific individual who might fill the job. 


job documentation 

Written information about job content typically 
resulting from job analysis efforts. Documentation 
includes, but is not limited to, job descriptions, 
completed questionnaires, interview notes and 
efficiency study reports. 


job duties 

A group of tasks that constitutes one of the 
distinct and major activities involved in the work 
performed. 


job evaluation 

A formal process used to create a job worth 
hierarchy within an organization. The two basic 
approaches are market data and the job content. 


job evaluation committee 

A committee whose membership is charged with 
the responsibility of (a) directing and/or 
conducting the process of job evaluation, and (b) 
assessing the success with which the job worth 
hierarchy has been developed. 


job family 

A group of jobs having the same nature of work 
(e.g., engineering) but requiring different levels of 
skill, effort, responsibility or working conditions 
(e.g., entry-level vs. senior engineer). 


job grade 

One of the classes, levels or groups into which 
jobs of the same or similar value are grouped for 
compensation purposes. Usually, all jobs in a 
grade have the same pay range: minimum, 
midpoint and maximum. However, sometimes 
different jobs in the same pay grade have 
different pay ranges, due to market conditions for 
some of the jobs. 


job responsibility 

One or a group of duties that identifies and 
describes the major purpose or reason for the 
existence of the job. 
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job specifications 

A description of the worker characteristics (i.e., 
knowledge, skills, abilities and behaviors) 
required to competently perform a given job. 
These characteristics must be bona fide 
occupational qualifications (BFOQs). 


Specifications, which commonly are referred to as 


"hiring" or "background" requirements, should be 
written before advertising or interviewing 
candidates for an open position. They should 
support the essential functions identified during 
job analysis to reduce potential liabilities under 
the Americans with Disabilities Act (ADA). 


job title 

The descriptive name for the total collection of 
tasks, duties and responsibilities assigned to one 
or more individuals whose positions have the 


same nature of work performed at the same level. 


Job titles should describe the nature and level of 
work performed. Titles often include the 
organizational function (e.g., Corporate 
Remuneration Analyst) or geographic 
responsibility (e.g., Eastern Region Sales 
Manager). 


job worth hierarchy 

The perceived internal value of jobs in 
relationship to each other within an organization. 
The job worth hierarchy forms the basis for 
grouping similar jobs together and establishing 
salary ranges. 


K 


knowledge, skills and abilities (KSAs) 
Common job specifications. Knowledge refers to 
acquired mental information necessary to do the 
job (e.g., principles of nuclear physics), skills 
refers to acquired manual measurable behaviors 
(e.g., lathe operation) and abilities, to natural 
talents or acquired dexterity (e.g., capacity to lift 
200 pounds). 


L 


labor market 

A location where labor is exchanged for wages. 
These locations are identified and defined by a 
combination of the following factors: (1) 
geography (i.e., local, regional, national, 
international); (2) industry; (3) education, 
experience and licensing or certification required; 
and (4) function or occupation. 


lag structure policy 

This strategy dictates that the company will 
consciously set its pay equal to current market 
levels at the beginning of the year. The company 
will be "lagging" the market until the increase is 
implemented at the end of the year. 


lead structure policy 

The company has decided to "outpace" the 
market. Pay is not set at current market levels, 
but at anticipated market levels. 
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lead-lag structure policy 

A salary practice that is halfway between a lag 
and a lead policy. An organization's structure is 
set at the beginning of the plan year to its 
anticipation of the level the competition will reach 
by the middle of the plan year. It leads the market 
during the first six months, matches the 
competitive pay at the middle of the year and lags 
the market during the past six months. 


level cutters 

Key words or phrases used in job descriptions 
with the same nature of work (e.g., accounting) to 
differentiate the level of the work performed (e.g., 
"complex" versus "simple"). 


level of work 

Critical data about job content that reflects the 
job's skill, effort, responsibility and working 
conditions. 


linear regression 

The statistical technique of fitting a straight line to 
a set of (x,y) data, using the method of least 
squares. Linear regression assumes that the 
basic relationship between the two variables is 
linear in nature. 


M 


market adjustment 

The percentage increase to organization, group or 
individual pay that is necessary to adjust it to the 
estimated market level. 


market cycle 
See business life cycle. 


market index 

An index computed by dividing the pay received 
by an individual by the market pay for that job. 
This figure can be computed for groups, 
departments and the entire organization. It is 
designed to provide a measure of how 
organizational pay compares to the market. 


market pricing 

Relative to compensation, the technique of 
creating a job worth hierarchy based on the 
"going rate" for benchmark jobs in the labor 
market(s) relevant to the organization. Under this 
method, job content is considered secondarily to 
ensure internal equity after a preliminary 
hierarchy is established based on market pay 
levels for benchmark jobs. All other jobs are 
"slotted" into the hierarchy based on whole job 
comparison. 


market rate composite 

The employer's best estimate of the wage rate 
that is prevailing in the external labor market for a 
given job or occupation. Also known as market 
rate. 


maturity curve 

(1) A process of determining employees' salaries 
as a function of years from the time of the first 
degree earned. Maturity curves are most 
commonly used for pricing jobs in lieu of relying 
on job-evaluation techniques. The process 
assumes that years in the profession equates with 
more highly valued competencies. (2) A method 
of market survey data collection and reporting that 
expresses average/median pay as a function of 
years since bachelor's degree. 


mean 

A simple arithmetic average obtained by adding a 
set of numbers and then dividing the sum by the 
number of items in the set. 
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median 

The middle item in a set of ranked data points 
containing an odd number of items. When an 
even number of items are ranked, the average of 
the two middle items is the median. 


midpoint differential 

The difference in wage rates paid in the midpoints 
of two adjacent grades. A midpoint progression is 
calculated by taking the difference between two 
adjacent midpoints as a percentage of the lower 
of the midpoints. Also Known as the midpoint 
differential. 


midpoint progression 
See midpoint differential. 


mode 

The category or value that occurs most frequently 
in a set of observations. In a frequency 
distribution, it is the category with the highest 
frequency. Sometimes there is more than one 
mode. 


multiple regression 

The statistical technique of creating a model of a 
y-variable (dependent variable) as a function of 
more than one x-variable (independent variable) 
using the method of least squares. It allows an 
assessment of the joint impact of several x- 
variables on the y-variable. 


N 


nature of work 
Critical data about a job that reflect the job's 
duties and responsibilities. 


nonexempt employees 

Employees who are not exempt from the 
minimum wage and overtime pay provisions of 
the Fair Labor Standards Act of 1938 (FLSA). 


nonlinear regression 

A form of statistical analysis that develops a 
model based on nonlinear or curvilinear 
relationships between variables. 


nonquantitative job evaluation 

A method that creates a job worth hierarchy 
based on the perceived value of the "whole 
job(s)" but does not employ quantitative methods 
(i.e., assigning evaluation "points"). Examples of 
nonquantitative methods are classification and 
ranking. 


O 


O*NET 

O*NET OnLine is an application that was created 
for the general public to provide broad access to 
the O*NET database of occupational information. 
The O*NET database includes information on 
skills, abilities, knowledges, work activities, and 
interests associated with occupations. This 
information can be used to facilitate career 
exploration, vocational counseling and a variety of 
human resources functions, such as developing 
job orders and position descriptions, and aligning 
training with current work place needs. 


occupation 
A generalized job or family of jobs common to 
multiple organizations or industries. 


open-ended questionnaire 

A job analysis technique that provides a written 
set of questions regarding job content, requiring a 
narrative response. 


organizational culture 
See corporate culture. 
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Pp 


paired comparison 

A ranking technique that compares each job 
being evaluated individually to every other job ina 
pair-wise fashion to determine which job has a 
higher value. The final score for a job is the 
number of times it is considered the most 
valuable in the pair comparisons. Ranks then are 
created from these scores. 


pay grade 
The grade to which a given type of job is 
assigned. 


pay range 

The range of pay rates, from minimum to 
maximum, established for a pay grade or class. 
Typically used to set individual employee pay 
rates. 


pay survey 
Gathering, summarizing and analyzing data on 

wages and salaries paid by other employers for 
selected key classes of jobs or benchmark jobs. 


percentile 

A measure of location in a distribution of numbers 
that defines the value below which a given 
percentage of the data fall. For example, the 90th 
percentile is the point below which 90 percent of 
the data fall. 


point factor method of job evaluation 

A quantitative form of job content evaluation that 
uses defined factors and degree levels within 
each factor (usually five to seven levels, which 
are also defined). Each factor is weighted 
according to its importance (to the organization). 
Job content descriptions are compared to 
definitions of the degree levels and the 
corresponding points assigned to the appropriate 
level are then awarded to the job and added for 
all factors to determine the total job score. The 
total scores are used to create a job worth 
hierarchy. 


position 

The total duties and responsibilities requiring the 
employment of a single employee. The total 
number of positions in an organization equals the 
number of employees plus vacancies. 


primary source of job information 
In job analysis, the job incumbent or immediate 
supervisor. 


Q 


quantitative job evaluation 

A method that creates a job worth hierarchy by 
analyzing jobs in terms of specific factors and 
numerical indices. Examples of quantitative 
methods are job component and point factor. 


R 


ranking method of job evaluation 

The simplest form of job evaluation. A whole-job, 
job-to-job comparison, resulting in an ordering of 
jobs into a job worth hierarchy from highest to 
lowest. 
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reclassification 

The (re)assignment of a job to a higher or lower 
grade or range in the organization's job worth 
hierarchy due to a job content (re)evaluation 
and/or significant change in the going rate for 
comparable jobs in the external labor market. 


regression analysis 

The statistical technique of creating a model of 

a y (dependent) variable as a function of one or 
more x (independent) variables using the method 
of least squares. 


reliability 

The quality of a measuring device, including 
human raters and evaluators, that determines 
how free the device is from common 
measurement errors, operationalized by 
correlating measures from two or more separate 
observations using the same measures on the 
same subjects. 


responsibility 
A duty or group of duties that describes the major 
purpose or reasons for the existence of a job. 


S 


salary range 
See pay range. 


salary structure 

The hierarchy of job grades and pay ranges 
established within an organization. The salary 
structure may be expressed in terms of job 
grades, job-evaluation points or policy lines. 


sampling errors 
In statistics, a subset of the elementary units of 
the (subject) population. 


scope 
A set of quantifiable job characteristics that 
ascribe value to a job. Typical measures include 
sales volume, asset size of the organization, 
number of subordinates and size of budget 
managed. 


secondary source of job information 
See scope. 


Sherman Anti-Trust Act (1890) 

A federal law passed to protect the public from 
abuses of corporate monopolies; however, in 
1908, the Supreme Court ruled that it applied to 
unions as well. In terms of compensation, the 
exchange of wage information can be seen as 
"price fixing" wages. 


skill-based pay 

A person-based compensation system based on 
the repertoire of skills an employee can perform, 
rather than the specific skill that the employee 
may be doing at a particular time. Pay increases 
generally are associated with the addition and/or 
improvement of the skills of an individual 
employee, as opposed to better performance or 
seniority within the system. Pay level generally is 
not dependent on whether any of the skills are 
utilized. 
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slope 

In a simple linear model, y = a + bx, the 
coefficient b is the change in the value of y, the 
dependent variable, for each unit change in the 
value of x, the independent variable. Graphically, 
slope represents the "rise" over the "run" of a 
given line and directly determines a line's 
steepness. In a multiple linear model, y = a + 
b1x1 + b2x2 + ... + bkxk, each xi has a slope bi, 
which is sometimes called a b-weight, partial 
regression weight or regression coefficient. Each 
bi is the change in y for each unit change in the 
corresponding xi when all the other xs are held 
constant. 


slotting 

The act of placing a job into a job worth hierarchy 
established by some other job-evaluation method. 
The method involves comparing the job to one or 
more jobs in an already established hierarchy; 
consequently, it cannot be used as a stand-alone 
method. 


survey 
The gathering of information about a situation. 
Often, surveys consist of sampling data from a 
population. Examples include a benchmark salary 
survey that collects pay data for benchmark jobs 
from a defined labor market, a maturity salary 
survey that collects both pay and experience data 
from a defined labor market for benchmark jobs or 
jobs in a given discipline at a given degree level, 
and a benefits survey that collects benefits data 
from a defined labor market. 


1 


task 

One or more task elements making up a distinct 
activity that constitute logical and necessary steps 
in the performance of work by an employee. 


task element 

The smallest step into which it is practical to 
subdivide any work activity without analyzing 
separate motions, movements or mental 
processes. 


total rewards 

The monetary and non-monetary returns provided 
to employees in exchange for their time, talents, 
efforts and results. Total rewards involve the 
deliberate integration of five key elements that 
effectively attract, motivate and retain the talent 
required to achieve desired business results. 


U 


unweighted (simple) average 
See unweighted mean. 


unweighted mean 
A simple arithmetic average of individual means. 


V 


validity 

The quality of a measuring device that refers to its 
relevance (i.e., is the device actually measuring 
what it is intended to measure?). This quality is 
extremely important for job analysis and job 
evaluation measures as well as for performance 
appraisal devices. 


W 


wage survey 
A survey of a labor market to determine the going 
rates for benchmark jobs. 


weighted average 
See weighted mean. 
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weighted mean 

An average of means calculated by weighting 
each individual mean according to the number of 
data points that made up that individual mean. 
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Faculty * Course GR3 


Aleweld, Thomas 


Aleweld is a practice leader with Hewitt 
Associates GmbH in Wiesbaden, Germany. 


Atsmon, Tali, GRP 


Tali Atsmon is founder and CEO of Atsmon 
Group - Advanced Compensation Solutions in 
Israel. Tali has more than 20 years of 
experience in compensation and benefits 
consulting and in technology sector salary 
surveys. Her special areas include design and 
implementation of base pay systems, incentive 
systems as well as job leveling processes. Tali 
holds an industrial engineering degree from the 
Ben Gurion university in Beer Sheva. 


Auld, Dianne, GRP 


Auld is the founding member of Auld 
Compensation Consulting, a remuneration 
consultancy operating out of Cape Town and 
servicing a wide range of South African clients. 
She also works part time as Senior Human 
Resource Manager Compensation, for Pick 'n 
Pay, a leading retailer in South Africa, and runs 
an extensive range of training programs 
teaching practical remuneration skills to HR 
and remuneration practitioners from Africa and 
the Middle East. She is the chairperson of the 
Western Cape branch of the South African 
Reward Association. 


Beatty, L. Kate, CCP 


Beatty is president of LKB Associates, a 
management consulting firm specializing in 


Buergi, Andreas, GRP 


Andreas Buergi is the Managing Partner of 
LWI Ltd. a Swiss specialized peak 
performance coaching and consulting 
company. He has specialized in international 
reward and benefits consulting since 1987. His 
primary areas of expertise include global total 
reward strategy and incentive plan design & 
implementation, international assignment 
policy consulting and advising board and 
executive levels on how to manage and 
improve performance. Andreas holds a 
diploma of English studies from Cambridge 
University (UK) and an MBA from City 
University (USA). 


Gismera, Victoria 


Gismera is a principal with Peoplematters in 
Madrid, Spain. She has extensive experience 
in people management in HR departments of 
multinational companies and in consulting 
firms. Gismera holds a bachelor's degree in 
psychology from the Universidad Pontificia de 
Comillas in Madrid. 


Hovy, Maureen, GRP 


Hovy is manager of remuneration and benefits 
with Huhtamaki Australia Pty Ltd and has 
specialized in rewards consulting since the late 
1980s. Her areas of expertise include base pay 
and incentive design, global rewards strategies 
and advice at board and executive levels. She 
holds a BS from the Rand Afrikaans University, 
as well as honors in education and a diploma 
in data metrics (with distinction) from the 


; University of South Africa. 
issues of compensation and performance 
management. She received a BS from the 
University of Tulsa, followed by graduate 
studies at the University of Chicago. 
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Kruger, Peet 


Peet is an independent consultant and owner 
of a Reward Consulting Company (Reward 
Partnership) which provides customised 
integrated solutions in the field of reward 
strategy, remuneration and job grading 
structures and performance management and 
incentive programmes. He has extensive 
experience in human resources management 
and worked with several large corporates, as 
HR Manager and consulted to various 
organisations in Southern Africa as a Reward 
Consultant since 1998. He holds a Masters 
Degree in Industrial Psychology from Rand 


Afrikaans University and was awarded the best 


student award for completing a Masters 
Diploma in Human Resources at the Rand 
Afrikaans University. 


McAdams, Jane Bjorndal 


McAdams is president of Bjorndal McAdams 
and Associates in St. Louis, Mo., specializing 
in the design and implementation of base 
salary, performance management and group 
incentive programs. She earned a BA from 
Augsburg College and holds an MA in 
industrial relations from the University of 
Minnesota. 


Peacoe, Ray W., CCP, CBP, GRP 


Peacoe is president of The Human Resource 
Consultancy specializing in human resource 
strategy, compensation and benefits. He holds 
a BS from Westminster College and an MS 
from Indiana University. He is a former 
member of the WorldatWork board of directors. 


Pillai, Ashok 


Ashok is the Director of Reward for the 
Refining and Marketing business of BP plc, 
based in London. He has over 16 years of 
global HR experience with expertise in 
performance management and reward. His 
specialist areas includes Total Reward (Base, 
variable pay and LTI), Individual Performance 
management & measurement. In the 
performance and reward arena his focus has 
been on designing, delivering and 
communicating business aligned performance 
and reward solutions. He holds an MBA from 
the London Business school and a Post 
Graduate Honours diploma in Human 
Resource Management. 


Pittel, Mark E., CCP 


Pittel is a managing director in the Detroit 
office of Sullivan, Cotter and Associates Inc. 
He holds a BA from the University of Michigan 
and an MS in administration from the 
University of California at Irvine. 


Rubino, John A., CCP, CBP, GRP 


Rubino is president of Rubino Consulting 
Services (RCS) in Pound Ridge, N.Y. 

His areas of expertise are in the design and 
implementation of executive and employee 
incentive plans, performance management 
systems, management training programs, 
motivational training and human resources 
communications. He holds a BA, with honors, 
from Wagner College and an MBA, with 
distinction, from Pace University. 


GR3 = FAC 2 


© WorldatWork. All rights reserved. 


Ryder, Averile, GRP 


Ryder is the founding member of Averile Ryder 
Remuneration & Outsourced Payroll 
Consulting, which specializes in developing 
effective human resource and remuneration 
solutions. Averile has been in the human 
resources field for over 25 years and holds an 
Advanced Diploma in Human Resources. She 
is Chairperson for the SARA KZN Committee 
and Vice Chairperson on the Durban Chamber 
Human Resources Committee. 


Seltz, Steven P., CCP 


Seltz is senior director of compensation and 
benefits for Siemens Corp. He holds a BA from 
Vassar College and an MBA from the Wharton 
School at the University of Pennsylvania. Seltz 
has served as a member of WorldatWork 
board of directors. 


Wilson, Stephanie Y., CCP 


Wilson is president of Human Capital 
Solutions, LLC. She is an adjunct professor in 
the Graduate HR program for the New School 
University in New York City. She holds a BA 
from the University of Utah and an MBA from 
the University of Connecticut. 


Woodhouse, Rachael, GRP 


Rachael is Assistant Vice President, HR Asia, 
with AET Tankers Pte Ltd and has been in the 
dedicated generalist stream for the past 8 
years in the Insurance, IT and Shipping 
industries. Her areas of expertise include M&A 
activities and benefits harmonization as well as 
market pricing and benchmarking strategies. 
Rachael holds a BSc in Business Management 
from Kings College, London University and has 
spent time working in Japan, the UK and 
Australia as well as Singapore. 


Zerkowitz, Alexander, GRP 


Zerkowitz is human resources director with 
Raiffeisen-Landesbank Steiermark, one of the 
leading retail banks in Central and Eastern 
Europe. In his professional career as a 
practitioner, he has been holding international 
HR and C&B management responsibilities with 
leading companies from different industries 
such as GM, Red Bull and Nokia. He did a 
foreign study assignment in France and 
Belgium and earned a Master in Commerce 
from Vienna University for Business 
Administration as well as an Executive MBA 
from California State University Hayward. 
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« WorldatWork Society of 
~ Certified Professionals. 


Certification Examination 


_Information 


About WorldatWork Society of Certified Professionals® 


WorldatWork Society of Certified Professionals is a not-for-profit organization dedicated to providing 
certification in the human resources disciplines of compensation, benefits and total rewards. The Society 
issues the Certified Compensation Professional (CCP®), the Certified Benefits Professional® (CBP), 
Global Remuneration Professional (GRP®) and the Work-Life Certified Professional (WLCP)™ 
designations. It also serves as an alumni society for CCP, CBP, GRP and WLCP certified professionals. 
The organization is an affiliate of WorldatWork, the professional association dedicated to knowledge 
leadership in compensation, benefits and total rewards. 


www.worldatworksociety.org 
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Certification Examination Information 


Development 


Internal and external subject matter experts 
contribute to the development of the content 
of WorldatWork courses as well as the 
examinations. Exam questions are reviewed 
by an internal examination team to ensure that 
items are properly scripted and meet the 
standards of good measurement practices. 
Exam reviews consist of, but are not limited 
to, checking items for appropriate content, 
accuracy, and for clues that would help the 
person taking the exam answer the item 
correctly. For new courses, a pilot of the 
course is conducted, culminating with an 
examination. 


The final step in the examination development 
process occurs when scores are received, 
indicating how well the exam performed. 
Subsequently, exams continue to receive 
regular reviews to assess performance and 
currency. 


Specifications 


Exam specifications serve as a guide for the 
development of WorldatWork examinations 
and consist of two parts: (1) the content or 
knowledge assessed by the test, and (2) the 
statistical analysis of the items of the test. 


The content or knowledge contained in the 
examinations is derived by a comprehensive 
breakdown of the material covered in each 
course, based on the Body of Knowledge. 
Exams are developed and refined on an 
ongoing basis by teams of staff and 
volunteers with expertise in each subject area. 
Questions assess mastery of the topics 
covered in the course books as the materials 
relate to the Body of Knowledge. Examination 
developers weigh the amount of key 
information presented in each module. 


Examination items cover the overall Body of 
Knowledge presented in the course, and 
reflect relative emphasis required in each 
module. Each test item is written based upon 
the module objectives and content to measure 
specific types of knowledge, such as recall, 
application, analysis, evaluation, etc. 


Time allotted for completion of each 
examination is four and one-half hours; 
however, most participants complete 
examinations within one and one-half to 
two hours. 


An item-by-item review of test items is 
performed to ensure that all test items meet 
the prescribed criteria. Each examination item 
is analyzed to determine exactly where it is 
presented in the course material. The analysis 
is conducted on an item-by-item, module-by- 
module basis. All examination items are 
developed with this balance in mind. 
Examination items must be clear and 
straightforward to reduce confusion and 
frustration, which would limit participants’ 
opportunity for success. 


Test items are subject to continual scrutiny by 
statistical analysis as well. Comprehensive 
statistical analysis is conducted on each exam 
by Arizona State University’s Testing Center, 
which provides ongoing validity and reliability 
information. Exam results are reported to 
students electronically, or by mail, upon 
request. Proprietary transcript records are 
maintained at headquarters. 


Each examination: 


1. Reflects course objectives, course 
materials and overall presentation to 
maintain content validity. 


2. Provides a balanced sequence of exam 
items according to class presentation and 
objectives. 


3. Contains test items with the appropriate 
number of alternative distractors to 
accurately determine discrimination. 


4. ls monitored using an item analysis for 
evaluating internal consistency and 
reliability. 


5. Serves as a measure of knowledge of 
course content and the Body of 
Knowledge. 


Exams 2 
© WorldatWork. All rights reserved. 


The monitoring process consists of an 
ongoing review of the following factors: 


1. The security of examinations. 


2. The maturity, currency and relevancy of 
the examination over time. 


3. A comprehensive item analysis, utilizing 
statistical procedures that include item 
discrimination and item difficulty 
assessment. 


4. Amonitoring of all items to identify those 
that consistently perform poorly on item 
analysis criteria and should be eliminated 
or revised. 


5. The implementation of adjustments 
necessary in the scoring base to reflect 
the integrity, fairness, and credibility of 
the examination. 


Certification examinations are designed to 
measure a specified level of proficiency 
relative to course content. This serves to link 
the exams to the associated Body of 
Knowledge. 


The minimum passing score (cut score) for 
all certification exams is 75 percent. By 
definition, this serves as the accepted 
threshold of mastery. 


Item Type and 
Number of Options 


Multiple-choice questions are used for 
certification exams. This type of question 
was chosen for the following reasons: 


1. Multiple-choice questions are easily 
adapted to meet a variety of testing 
situations. 


2. Psychometric research indicates that 
multiple-choice questions are more 
reliable than other types of questions. 
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3. Multiple-choice questions can assess a 
wide range of knowledge, skills and 
abilities. 


4. Multiple-choice exams can be scored 
electronically. 


Based on research and contemporary 
measurement practice, the number of options 
(responses to the questions, i.e., A, B, C) 
ranges from 2 to 4. 


The following are the three components of 
multiple-choice questions: 


1. Stem: An opening or introductory 
statement, typically in the form a question. 


2. Options: Each choice (A, B, C) is an 
option. There is one BEST option, which is 
the correct response (which would be the 
consensus of a panel of experts). 


3. Distractors: The incorrect choices are the 
distractors. Distractors are believable 
responses; however wrong, or simply not 
the BEST response. 


Exam Versions 


WorldatWork Society of Certified 
Professionals updates exams regularly. 

The examination policy is to administer exams 
based on the most current content in the 
profession. Exam versions maintained in 
inventory assure individuals purchasing 
course binders that the content assessed on 
the exams will be adequately covered in the 
course binders for one year after the date of 
binder purchase or course registration. If 
more than one year has elapsed since binder 
purchase or course registration, it is possible 
that some questions on the exam may not be 
covered in the course materials. To view the 
current course outline/description online go to 
www.worldatwork.org. 
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Exam-Taking 
Suggestions 


Examination anxiety is something that many 
people experience. The information contained 
in this document is intended to provide you 
with sufficient information to lessen possible 
anxiety that you may experience. 


The following suggestions are offered to help 
you perform to the best of your capabilities 
and knowledge: 


1. Trust your first instinct. 


2. Avoid over analyzing. Caution against 
reading too much into the questions. 


3. When in doubt, move on and return. 
4. Proceed through the test in order. 


5. Make educated guesses. If you are 
fluctuating between one or two choices, 
guess at one. There is no penalty for 
guessing. 


6. Use the margins of the exam booklet. 
Utilize the spaces available on the exam 
booklet to make any calculations, make 
notes and to note any questions that you 
may want to skip over and return to later. 


7. Review your answers. When finished with 
the test, scan it to ensure that you have 
provided an answer for each question. 


8. Use time wisely. There is adequate time 
to complete the test. Proceed through 
the test at a pace that is comfortable for 


you and that will allow you time to review 


and to check your answers. 


Fair Testing 
Practices 


Attention is focused throughout the 
examination development process on fair 
testing practices. Some of the factors that 
are included in this evaluation process are 
item writing and reviewing, item banking, 
item selection and examination review. 


The following support the efforts for fair 
testing: 


1. Exam developers are provided training in 
item writing. 


2. Examinations undergo reviews for any 
potential bias. 


3. Item performance is reviewed, including 
the instructional sensitivity of the item 
(the item needs to be difficult for those 
untrained and easy for those trained). 
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